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FOREWORD. 



• The Faculty Handbook describes faculty personnel 
policies. College services, and administrative and " 
academic polici^es and procedures est^bli'shed by the 
Board of^Tru%tees and by^the College adnT?tnistration, 
faculty, and" Forum,^ The Handbook also contains ^ 
general information of interes't to the :^aculty. 

All policies and /procedures to .be effective,, 
should be responsive to changing .conditions and 
philosophies. Individual faculty members or ^ 
faculty groups. are invited to submit suggestions 
and recommendations /Which might improve the 
fujictioning of the Cqlleg'b. 



I would Welcome any questions,^ comments or 
, recommendations concerning the content and organization 
of the Faculty Handbook s * ' ^ 
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I.. HISTORY AND ORGANIzi^TION 



A . History 

. • 4 • V I - 

' The State Normal Sihool at Frostbupg was 
' established by an act of the General Assembly in 
1896 foj^ the primary putpose of. preparing^ tjeachers 
for the jpubl^lc schools . This original purpose has 
been expi^anded and modi tied* With the Ijrbadening of . 
teacher education programs and with, the growing^ 
e'ducational needs of the State, Ftostbuirg State • 
College has become aT regional institution of broad- / * 
scope* ' . . . , ' 

Originally a two-year institution for elementary r 
school teachers, the College began a four-yeaj: " * ' 

baccalaureate program in 1934, offering the Associate^ 
in Arts and Bachelor of Science in Education degrees ' 
until 1956. In that y/ear, the baccalaureate degree 
was changed to Bachelor of Science. Jin 1958 the 
College was authorized to offer graduat e w^ yk .leading 
to the-^Ma ste^r of Education degree, and in 1960 the 
arts and scSi,ences curriculum was<^ increase^d from two 
-to four years, ^s a result, the' College/discontinued ^/ 
the- Associate in Arts degree and began offering- both ' 
the Bachelor of Science and the Bachelor .of Arts' degrees 
In the same year, « the teacher e^ducation programs were 
^broadened to include the preparation of teachers^ from • * 
kindergarten through twelfth grade. Since 1967, the 
College has been offering courses in the field qf 
management, in 19'^, the College was authorized to 
offerothe degree of. M.S. M.; Master 'of Science in. 
Management. * * - • 

/ ■ ** 

In July, 1963, the State Teacfhers College at 
Frostburg becamq FrostbUrg State College, and it ^ 
continues tb^offer t;wo'/undergraduate and two graduate 
degrees mentioned above. . * , ^ 

» ■ 

B. ' Administrative arqanization ' ^ , 

.1.' State Level . 

Frostburg State College is/bn#of several 
Maryland State Colleges and Unirversities 



Oowie state Collpge-Bowie; Coppin State- 
CollegerBaltimore; Frostburg State College- ^ 
Frgs^burgr Morgan State Cdllege-Baltirrvore; ' 
Salisbury State College-Salisbury; Towson State 
College^-Towson; arid the -Univejsgity of Baltimore- 
Baltimore) governed by the Board of Tr^^tees 
Of tjie Maryland state Colleges, with offices in 
th€ Jeffrey Building, 16 Francis street., 
AAnapplis, Maryland 21401. By an ^ct of the ^ 
legislature, in 1975v Morgan State College will 
become Morgan state University and will be 
placed under the control of a separate Board ^ 
'Of Trustees, effective July 1, 1975. » " 

«• * 

The Bpaxrd^of Trustees of the State Colleges 
of Maryland is. composed of nine members, eight 
Qf whom are^ appointed to overlapping nine-year 
terms by the Governor (the ninth member is the 
State Super irltgndent of Schools, .wlio serves > 
ex-of f icio) • ^ One of the nine members is"" elect;ed 
chairman- by the Bo?^d, and the .B^rd oonductd 
most of its work through tw&a cbinptnittees : J- 
Progfram and Advance Planning arid Finance and 
Management Faculty and Administration. Meetings 
of thb full' Board are held six times: each year | 
and Board committees maet as required. The 1 
Boa^rd staff consists of an Executiye Director 
and various Staf^f Specialists. 

The , enabling legislation whic^ created ^ 
and empdwere4 thd Board of Trustees (Maryland 
Annotated Code, Article- 77A, Section. 11) 
vests^ the governing pov/^r of all of the state 
colleges in the Board, and the governing power ^ 
of each College xn its President. Each president; 
in turn>, has de^^loped for his own college a 
particular^ pattern of governance involving ' th0 * 
.president, administrative oi^ficers, the Faculty, 
and the student, body . On Jahuary 8, 1968 # the 
Boar4 adopted'!^ principle .the joint politfy 
statenVent on Government of Colleges and 
Universities prepared by, the American Association 
of University^ Professors, the American Council 
on ^Education, . and the Association of Governing ' 



Boa'fds of Universities • and .College''s". » The Board 
also stated that each college was to develop a 
wiritten' otatement or doQument relating to the . * ^ 
role and scope of the Paciilty in the governance • 
of the College. TJhe constitution jpor^ the College . ^ . 
Forum and ^e charter fpf the -Senate-^is included 
in the Appendix.. ; I - 

in 1969, the Marylan<J State Colleges Faculty 
Senate representing the faculties of' all the 
.state colleges was' organized.* The constitution 
for the Maryiancl^ State Colleges Faculty Senate is 
alsQ included inr the Appendix. ' * • ' 

x' '■ . ' ' , 

m; its 1969 session, the General Assembly enacted 
a bill to establish a Board of Visitors for each 
of the state, coll^eges." The Board of Visitors' 
is composed of nine members, seven of whom are_^ 
appointed bytthe tjovernor ^for five-yeat terms. One 
of l:he, remaining two is elected^ annually by the 
Coll.egre facul^ty, and' the other is a student chosen 
annually By the student government. The responsibili- 
ties of the Board of Visitors include advising and 
ass/Lsting the President in matters pertaining to 
College goals, budget, facilities, and community 
related programs. The Board of Visitors is * 
particularly helpful ih assuming leadership for the 
development of community and private suppcJtt. for 
the 'College and in providing con^u];tation for the 
-selection of* a new College President when a vacancy 
odicu^rs "at the College. * 

In. general, higher education in Maryland is 
organized on a tripartite basis: > the University 
of Maryland is gcwerned by its Board of Regents, 
the Maryland, State; Collegfes by the Board of Trustees 
des^cribed above,, and the various community colleges 
by local boards with policy matters coordinated by \ 
"^a State-wide Board. In addition, St. Mary's College, 
located in St. Mary's City, is a publicly supported \\ 
four-year college whose future in the tripartite 
system has not yet b^en clearly defijied. As , 
previously . mentioned, Morgan State Ui^iiversity will 
fall under a separate board in 1975. 

The-^aryland Council for Higher Education, 
formerly called the Advi/Sbry Council for 



> : 

Higher EduoatiGn^ exists in an advisory 
capacity to the Goyernor% The Council and 

its staff study, review*, aod recommend to the* 

fGovernbr thangds related to programs and^ 

^structure in the State's' institutions of / 
higher education. » 

in May , 1975, the Governor^ receive^d a^^ 
' report f rom jhis Commission on the Structure and 
Gover^iance 6f Educati6n (also* called the 
Rosenberg Commission) after a* two-year ^study - * 
' The report, which can be found in the College' 
Library, calls for a number of s^stantial 
revisions in both structure and cahtrol of 
public^ highei? education* The fate of the 
Commission's recommendations remains to be 
determined. " 

Colleg^e Level . * . . ^ ^ 

Th^ chief administrative officer of 
the Coli\ege is the President^ w^o has full 
responsibility for the condust of/all programs* 
T^eporting to the President ddjrectly are ^ . 

four administxative officers jresponsible 
for. t^^^^tjikjor programs of the College: the 
Vice President and Dean of tl^e College, whose * 
responsibility endompaSses 'all academic pro- ^ 
grams and academic persor^nel ; and- who serves 
as- second in authority in the President's 
^bsence; the Vice President for Student 
Affairs and Dean of Stud0nts> .who is \ 
responsible for all^- student personnel 
services; the Vice President for Busines^s 
and Financial 'Affairs, who supervises the ^ 
operation of the Busihess Office, the Budget. 
Office,^ the Personnel Office^ plant operation 
and maintenance, and public safety; and the 
"Vice President for Development and Public " 
''Relations, who cboi^dinates all fqnd raising 
and public relati^pr^s activities of the College.^ 
Also reporting directly to the President are 
the Director of Minority Affairs, -a position 
created by the <jOvernor in 1969 to assist in 
the development of \ effective plans to achieve 
racial integration \on each of |the six campuses, 
and the Director of \ Institutional Research* 



* ' > ' Tfi^ hdx^^hi^txktxv^^^ of the ^ 

Colle^^e is delxneateci in the Appendix* The 
> President meets' weeMy-^ with the four princxpal 
'adminxstjfative officers and monthly 'with thct 
^ entire 'adlmixiis^afeivo staff. ' The Vico 

Presidents meet as r^^tiired v/lth their • , 
•? respective staffs.,. - • « . ■ . . \ 

C . . Colleqial Oi^ggit '^ iziitioa / -z.- 

\ 'The College -Forum is the prxnci^'tal decisa.6a making 
body. oS the College for^all mdttor^s rela^ting to acadomio 
policies. The Forum holds three, regular itteetings during 
each academic yeax;^ on the second Wednesday of September, " 
February and April* All' full-time faculty ^ profess-ional 
librarians," members p^/the Administrc^tion, and rept/esenta- 
tive students are metj^ber's of the College Forum. A]j|il 
mem];^ej:s are ex'pected to attend Forum "meetingd in forfill— 
mbnt\ of their normal responsibili^ty to participate| ra 
the J4^^ ^P^^ governance of the College* / \- 

- ■ /' 

The Forum opera tes/principally throug)i its ^executive 
committee, the Ser.ate^ and through a system of sti3inding- 
cammittees. ^ The composition and responsibilities of 
the;S\3nate and standing committees are set forth in 
their respective'^ charters . ^ The '^permanehi.' and official 
injinutes q£ tha Forum and Senate -are on Eile^in the , 
College Library, and areJ open to any member oT the Forum* 
{3ce appendi>?' ior Forum Constitution and. Senate Charter) , . 

The jGraduate Faculty consists o'f alj. member^ of ^ 



the regular Faculty who hol,d the ^terminal degree or who 
hold . the/rank of associai|:e pjqoffessor or professor. 
Meetings of , the Graduate \Faculty ;^4:e normally held on 
the. third Wednesday of each* month ,afc.. 4zl0 p.m* .Special 
meetings and open meetingsXare held at th^ call yO f the^" . » 
President . The- President pj^esides at^Gradaate Factxl ty. 
meetings and the 'DeaynL* of the College presides in the ' ^ 
absence of the President. The Graduate Studi^efe r!ommitte^ 
reports to the Graduate Faculty . ^ ^ V * \ 

The Faculty • is also^'organized on a departmeiVtal^ 
b^^sis. ^ tjpaftment heads ^^rQ ^appoint^^ for indefinite 
terms by the President and bear responsibilit!|^ for ' ^ 

,r^crvitment of personnel and; general administration of^ 



/ 
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,. . /. v*' ■ ^ 



j^' departmeni^ and, budgets. ^ Department ^^eads 

arp. exjjec ted tpf Conduct regular tneetings of the [ ; ' 
'V -;dapartment| ^o:^orisult freqi:iently with members .of the 
department anci^l^o invdjve menfc and 
policies a.£^0t'ing: Vthfe departn^eht Department Heads 
kfet ^regul^iiy w^i th^-Dean and the 'Pfesident:. ' 

.Faoyilt y Assembly • ' . / . r 

.'^{-V. • < > .) . > ,^ . ' . • . • ■ ^ • 
' i ,:. ^ /JThf Faculty Assembly consists' o'f all members of - , ^ 
^ / the. l^^^ teac3iing faculty and the full'--time pro-- 

fes^^ipnaa librarians ^-^ith the President 'and ^ Dean of\the 
C^ollfge^is a^^sdrcidte men[|bers • The Assembly is princi-- 
fpally 'Conce^rqed^witih ]3pllcias relatixig directly to the 
."faculty, 'including sudh ;m.at'^erB as professional etfhics, 
appoiate feappointment^^ dismissals/- pay, promotion, 

aqd' t^enure.A ^he Assembly oecasipnally discusses and may 
, Nj^as^ resolutions on matters v/hich are under the. jiirisdlc-- 
ti^pp^ of ^ (see Appendix ff or the Faoui.tiy 

* Assembly conptitutibn)' . \ . ' ' ^- [ v 

E.V S tuctent Org aqi nation \. ,\ \:\ ^ . 

. la Januat^yv 19^^1, the student bodi^dopted a ► . ' 

coa^ti^feution. whidh^ thi^ consti'tutibn adopted . 

Y|/M^%y^^ for. . 

\J.:'a Stucleut all regularly ' 

' , n.rq3iiei3[ , s-tuderii;s .^&t;;:;:the'Coiaeg^ and which composed 
. of £^:>tilr;lSraiichest ■ ■ ;t^ ExecUjbl^4. Branchy the^vLegi^lative 

Branch> taie and the College Center . 

Bpa«l, h qq^y.^^^ constitution of* the -student * 

A^soC:^^^t^ the jpathfinder , tKe / . 

0*ffiqiW;^%tu^Bn ' \ \ ; - 

- - t ^ ^ ' ' ■■ . ■ • - > • ■ - V 



- II . PERSONNEL POLICIES AND\ PROCEDURES 



^ • A-> . Academic Freedom ^ . • ' 

v.. The. document, Regulations and" Procedures 6overninq 
•.Academic ' t^reedom and Tenure in the Maryland State ^ 
Col lecres^U^ the Jurisdiction of the Board of / 
Xr us teds of ^e gtate Colleges / •-hereafter ire£err/4d 
• to &s • Regula^ionsii and Procedures — contains / statements 
^^etting forth the position of the Board of Trustees ' 
on Academic 'Pi^eMom. These regulations, as^ well as 
the Faculty member contract/ aire includedjin the 
Appenca:^x-. • , / • ' • ; . 

B. Appointment • ' , 




All full-time appointments to the Faculty are 
m$de by the Pr^p^ident subject to the approval of the 
Board ;of Tru^^ees. Prospective Faculty members -are 
normally recruited by department heads who .normally ' 
consult with all members of their department, although 
the President or the Dean sometimes initiate the searcri 
fpit new members of the Faulty. Department heads are 
o<cdinarily consulted concerning the appointment of 
new FacuJLty. members and their recommendations are 
norjnally'^^bllowed. rlepBirtment heads are' appointed 
by and serve at the p|ij.easure of the President, in \ ■ 
line^ith current pra'b1:ice, .the College^^^llows the ' 
policy of open recruitment through advertisemerrt of all^ 
vacancies. The Faculty contract runs ,for ten months, 
or. the normal academic year. Appointments to the Summer 
Session Faculty are treated .separately by the Director 
of^Q^raduate Studies (for graduate courses) and the 
Director. of Summer School (for undergraduate courses). 



C. Faculty Ey/aLUation 



Faculty/ evaluation has as its primary purpose, the 
improvement of the teaching-learning process at the 
'^College. Jn^ addition^ faculty ayaluatioh provides need^ 
^ iijput fof deGisipns concerning .^aT^f^-^ut^^^ program 
priqrities, utilization' of resources, and for person'tiel 
decisifans reg^rdjjig- : reapfJointment, salary incremQrtts, . 
.promotion^, and^ tenure. Thej^^System of faculty evaluation 
adopted by the Faculty Assembly in- the Spring of 1973, 
calls for eyaluation of ^faculty with respect to teaching, 
professipnal characteristics, professional development^ 
department service, and College service.^ 



Teaching ; * Teaching aspects . of faculty perfoirmanc.e 
are weighted* a minimum 6f 50% and student 
evaluations form a meaningful part of the evalua- 
tion of teaching^ ' Other methods of evaluating 
teaching include evaluation of course materials, 
classroom visitation (optional), and a faculty ^ 
member's self-statement about teaching go^arls, 
philosophy and methods (optional) . The results 
of the various methods -of evaluation of teaching 
are conveyed to, and scrutinized by,^ thje depart- 
ment head or a committee of the department, 
depending on size, and a composite rating of . 
teaching is established. - 



Other components (i;e. professional characteristics, 
\ professional- development , department service, and ^ 
^< College service) ^, *f.E^ of the four components^ - 

;pther than the cdragj^sitejfcaach rating,, the * 
'laculty member suppMes the raw information^ ox\ 
a-^Personal Data. S^heetr^which is combined with' ^ 
the information^lDf the department head or depart- 
ment committee, arid ali the information is then* 
^ i^ranslated ''into a rating. - . • ' .\ \ 

The fating in all five, areas is then 
communicated to the department memb^er,. albng. 
with pertinent suggestions 'for th^ improvemerit 
of the faculty member's performanceA . T^.e 
department member has the oppo^tunitY to* discuss 
the rating with the department head, Aif' he so, ^ 
desires. The rating in the five areasj^ and a 
composite rating with supporting staten^ent is * 
then sent to the Dean of the .College/ ^Isf the- 
Dean ^ does not agree with the recommendation 
of the department 'head, he will discuss i1 
informally 'with the head before a final de^sion 
is reached. In instances of conflict of 6pi>nion, 
the" faculty member, department head, or the Dean 
of the College may request the P^ri'onnel and 
Grievance Committee of the Faculty Assembly to . 
review ^he case' and make recommendations for 
resolVing- the conflict. Ordinarily the ^faculty 
member will initiate such a. review, either 
after he has been informed by his-'department of 
decisions affecting his interest o.r after the^ 
bean- has relayed such a c3tecisiori back to the 
• department, but befo.re the President r'ender^ a 
final ifdecision. ^ 



• ■ ^ ■ . X- 

\y ^ 4 The Adrvmistration is fully supportive of'^ 

the fiow faculty evaluation system. Normally, j. 
department heads consult with "the -full member- 
^ - ship of their departments or with a departmental 

. ' committee regarding appointments, reappointment^s, 

\ - ^ promotion and tenure decisions. In all cases/ 

0 J,. ^/' however , final decisions -are rtiade by the Pjpesi dent 

/Of the College. * 

t D.' Reappointment 

The dates for notice of reappointment are contained ' 
in the Regulations and Procedures (see the Appendix) . 
. ' Prior to these dates ,f department heads recommend to the 

, (f. Dean of the College whether specific Faculty ^embers ^ 

should *be reappointed.' Depart|;ierit heads maH'e their 
r^comamendations in accordance with the procedures 
dascri-Bed in the faculty evaluation system outlined in 
Sectiion II, C. above. Aft^r consideration of these 
recommendations, the .Dean recommends reappointment or* "\ 
noh-reappointment to the President. The DeanTTal^ne 
recommends to the President the reappointment or non- 
reappoirttment of a non-tenured (iepartpient head. The 
President, after considering the recommendations of the 
' ^ . ^ ' departmen%^head "^and the Dean, notifiTS^the Faculty member 
by letter of , his reappointment or non-rreappointmenjt. 
. ■ . ■ ■ ^ 

E . ^ Salary . Increments ' , 

Department heads mctke their recommehdations concerning^ 
salary in accordance with the procedures described in 
the faculty evaluation system outlined in Section II,, C, 
above. The, Dean, after consideration of the department 
heads V recommendations , recommends '^alaicy increases to^'^-r 
the President.* The Dean alone recommends a salary increase 
or no increase for each department hea^. The President 
^ then determines the salary of each^^Fci^lty member in . 

terms of the jreCiQ^mmendations submitted^ apd within the 
. ^ limits of the established salary sc^lj^-and appropriations 

\^ for- the College, and notifies each Faculty member, by 

letter, of his salary for the next academiic. yec^r. The j 
Board of Trustees V salary scale is ^p^ublished to the j 
acuity annually." / j 
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F . Promotion ' ' ■ \ , \ 

. « 

At the time that the Dean of the College requests 
department heads' recommendations concerning contract ' 
jfenewals or salary increments, department heads are 
also asked to submit' their [recommendations for promotion 
in rank. Department heads make th^r recommendatiqns 
in accordance with the prpced,^res dfesciribed dn the "f acalty 
evaluation system outlindlfl iti Section II, C, abo^ve. 
The Dean, after consideration of those recommendations,' 
recommends promotion or no promotion of eligible Faculty 
members' to the President. The Dean alone recommends to 
the President a promotion for department head. The * . 
Pr'^sident recommends and the Board ^of ^Trustees grants 
promo^5^ions . ' ' ' * 



See Regulations and Procedures in .the Appendix. 

V • ■ . , . : . 

H. Qualifications for Academic Rank ■ 

The Board of Trustees adopted* the Laws Relating . to 
and' Governing Policies and Procedures of the Board of 
Trustees of the State . Colleges of Maryland , The laws 
were published- in January, 1971 . V Section VII. C of 
those laws contaitis the Board '.s qualifications or 
requirements for- each of the four j academic ranks ^ 

1. Qualifications Established by Board of Trustees 

a. ^ Prof ess,or - C 

li 'The eatnei^ doctorate, or its 
equivalent. "Equivalent " is 
interpreted to mean o^utstanSing ' \J 
achievement in teaching, in the ^ 
^rts, music, letters^ science, 
research/ or public service. . 

. \ • 2* , Five years of , full-time college 

-^^^ teaching e*>^er fence. Exceptions 

^ may b^ made^for research or V 

comparable professional- activity. • 



e 1 1 eric e in t each i n^. 

4.' Evidence of continuing interest 
in the >rea of^ specialization . 
through such activities as * 
♦research, pub;L*ication, and . * 

participation in the programs- . , 
of professional socie^ties.' 

5 . Participation in^^e. activities 
of the acadeifiic conununity such 
as performing assltgrred ^ t ^ 
administrative duties^ coope^ting 

; with* colleai^ues, . assuming js/omlaittee 

responsibiXitieis^ ^counseling students 
ajid evidencing interest in^community 
relations. % / ** 



Associate Professor 



^^1 • The earne(S doctorate, or its 
equivalent, as Refined in 1^ a. 
above • In unusual ^circumstances, 
^n individual may be considered -if 
he has .completed all academic 
^ • -requirements for the doctorate 
" ' , except for the dissertation, 

'2.. Three, years of full-tifpe /college 
* teaching experience, 

3. Excellende'* in* teaching, . 

4. Evidence of cont^uing^ inters 
in the area of special iz a tiql 
through such ^ activities 
research, publication, and 
participation in the programs 

I of ptof essiona.1 societies* 

5. 'Participation in the activities 

of the academip_community. such 
as perforifiing assigned adoiinistrative 
du^ties, cooperating with colleagues, 
assuming committee responsibilities, 
counselirig students, and evidehciricf 
iViterest- in community relations , 



c. Assis tant Professor 



1. The earned doctorate is, desirable, 
- As a minimum, an individual should 
• possess the Master 's degr'ee plus' ^ 

.« addi^tionaL credit hours.' ^ 

2. Evidence of growth in effifictive 
teaching . ^ " 

3 . Pursuit o|i continued graduate . ' ' 
study toward a dt5ctora\e oj^^ other 
terminal degree, 

Participation in the activitie"^^, o£ ^ 
the academic community sucii as 
peij-forming assigned administratis 
dutiies; cooperating with colleagues, " 
assuming committee res potisibil3^bies, 
V coiinseling^'students, and \vi dene iVig 

o interest in community- ^r^lations, / 

d. Instruct or > 1 * u 

1. Master's degree in the subject 
field in which he t^eaches/ in 
unusual circumstances, an individual 
may be considered* if he 'poss^es^es y 
^niy the Bachelor ' s ' degree . 

2. Pursuit of continued ftfraduate stu^ 
yN±oward a doctoratfe or other terminal 

degree, ' ^ 

3. Evidence of potential fot effective' 
college teaching, \ 

' 4, Willingnessi to participate in the 

activities of the academic bommunity. 

C6j.l^ge ;Enterpretat±cm of Board Qualification 

The Collebe itself bea^s a pbnsiderabl6 ' 
measure of responsibility t^ judge the/ 



\ 



qualif.ications 'of its ''Faculty:. By "College" 
here .mean the President, the Dean of the 
College, and department heads, who may be 
guided by input provided by appropriate 
departmental committees and student" evaluat^^ions 
which are purely advisory, as -^escribed in . 
Section IlV C above. *No matter what form 
published qualifications mighjb take, that 
r^ponsibility 'will remain an^ it will include 
the interpretation of stated cjualif icatiqns 
to apply- 'justly^and appropriately to individual 
cashes / • ' 

in view of the foregoing, the College 
Will corisider* the following points as of. 
paramount importance. in applying the'. . 
^Board's qualifications to individual cases , 
whether tKey be ca^es of initial appointment, 
of promotion to^^higher rank, 'of salary . ^ 
increases, or of renewal of contracts. 

/a. The College assume^s that the^ualitative 
criteria contained in the Board's policy 
on academic rank /nay also be applied to 
^ decisions co'nc'erning promotion, commit- 
ments ^^to tenure, and salary increases. « 

' ' ' ■ . . 

b. The C<>llege will make' no appointments, _ 
promotions, ^commitmejits to tenured ;u - 
appointments, or% sajary increases which 
have the intent or the effect p^f 
weakening or minimizing the* stan^iards / 
* reflected* in the Board's published 
qualifications for Faculty rank. As 
a general rule, the College will not 
feel, obliged to of fer*^ appointment o^ 
promotion to a member of. x the Faculty 
who meets the minimal ^qual}.f ications 
for Faculty .rank; rather, the Colleg|0' • 
will endeavor' to apiply/ the Board *js 
qualifications in a manner which 
emphasizgS^the hig^ of* quality , 

competenqe, and achievement in each case. 



.In general 5 the College v;ilL npt 
encourage Paculi:y members to expect 
profno'tilon, salary<^iricreases, or ^ continuous 
tenure priricipalli?' on the basis of * 
accumulated grad&ate crecfits or of 
years of service^. The College will, 
at all times, placje £>rim^t'y emphasis 
on the Faculty member Vs demonstration, 
of ability, integrity/, and effectiveness 
as .a teachejc ''and as arscholar. ^ 

Ip. applying the language of , the Board's 
qualifications not directly related to 
degrees or graduate study corop^eted, ^ 
the College wil]^ place* primary emphasis 
upfon the Faculty member ' s prof essional 
competence, achievement , and growth. ' 
Tor -Faculty members who do not hold thjs* 
doctorate, the*" College will normally . 
expect Regular, siibstantial and continuing- 
progress toward the •doctor'ate to be a 
prime, indicator of prof ess^onal^competence, 
achievement and growth* Tftje College 
realizes- that judgments regardiog progress 
may vary frdm department to department. 
Neve;^theldss , in recognition Qf varia|cions 
among disciplines, and in^ an effort to 
encourage growth and stability in 
departments, this College maintains some 
flexibility in interpretation of '^progress . 
Emphasik will also be given to. the pkculty 
member MS continuing involvement • in tne 
activitixgs of his profession and ot his • 
professional di^ciplin^. In weighing 'the 
merits of prof e'ssional an(^non--prof essional 
.activities (e.g., activitfles darectly ' 
related to the Faculty mertft>er's position 
or assignment, as ^Qp^psed to activities 
in community relati^^s) 7\the College will«. 
invariably plaice greater weight on v 
professional activities, 4. 
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In assessing the Paculjby member's 
satisfaction o'f Board qualifications ^ 
concerning "participation inr the 
activities of tt^e academic community, " ' * * 
the College will. place emphasis on the 
Faiculty^ member ' s ^Remonstrated willingness 
to' become engaged\in the llfe^ and work 
of the College. Included in this • 
emphasis will be th^^ Faculty member's 
^•regular attendance ^t Forum and/or ^ 
Sfenate meetings , hii^^ faithful service 
to the commi^ees on\which he 'sit^>" 
his effectiveness in 'relating .to, 
professional colleagu^ and to students",* 
his acces'sibi^lity and effectiveness with -j 
advisees, and his involvement by example 
in the ^intellectual and\ cultural life 
of the College. , \ 

•^]^, assessing a Faiculty member ' s 
teaching contribution, no^e that the 
College will rely principally upon the 
judgment of the* depairtment\ head or, in 
the case of department head^^s, on the jii<ig- 
iment of the Dean of the College. The 
^ep^rtment -head and Dean ofAthe College 
\ilj|. follow the procedures described in 
Section II, C above (Faculty vEvaluation) . 

Tenure decisions will be made) of course, 
in accordance with the terms df the ' 
Faculty contract. At the;, apptppriate 
time for notification to the Faculty 
member of the College's decision r^arding 
tenure, special weight will J5e givfen to 
the factors referred to above. A tenure 
decision represents^ i,n effect, 
permanent commitment by the College to 
the Faculty member concerned, iriplujiin^ 
the legal protection of his or lier status 
as a continuing member of the Faculty. 
The College will endeavor in every case 
to render a decision which maintains the 
standards of excellence we seek in our^ 
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Faculty and which does justice to the ' 
' Faculty member, to his or her colleagues, 
to students, and to the qo liege. 

h* In rendering a decision not to renew 
-the contract of a Faculty member on 
probationary appointment, the College 
will always endeavor to protect the 
personal and prof essional interests of 
the Facu!).ty member, as well as the ^ 
long-range interestsiof the College. 
Where a- decision is made^'not to renew 
a contract, th^ College may rtsf rain 
from informing the Faculty member concerned 
. of the specif ic^reasons for the decision. 

In all cases, the College will strive to 
. prevent such public discussion of such* 
decisions as might * impair '^the professional 
opportunities and advancement elsewhere ^ 
of the^Faculty membei?' concerned. 



Leaves 



1. Sabbatical Leave 



. -The primary purpose' of a long-range*' 
program of sabbatical leaves is to increase 
the value of an instructor to the College, \ , 
which may be accomplished by further study , . 
exchange teaching (either foreign or domestid) , 
research, or other experience ^leading to 
professional growth "or personal worth to 
the College* 

• " ' ♦ . » 

Sabbatical leaves may be for one or 
two semesters at the optiflJn of the recipient V'- 
of the Ipave, If for two semesters, the r 
leave may, with the approval of the President,. ' 
span the summer between semesters . *tJnder no 
circumstances ma^.a sabbatical Lsave, cover 
a period of more than two* consecutive semesters i 



; All benefits, .privileges, and opportunities 
of a Faculty member on sabbatical Ijeave are 
continued in the same manner ias though he° 
were on active duty. This applies to tenure 
and retirement benefits, salary increments,^ 
Opportunity for promotion^ etc.' ^ ' 

The number of Faculty members on leave ^ 
at any one time i* determined by the President. 
Seniority in service at thfe College is * 
considered in the selection of recipients ' 
of sabbatical leaves and leaves of absence 
.only when the candidates are egualiy 
qualified in all other respects. „ 

Written application for a sabbaty.cal 
leave or leave 16 f absence must be made by 
the Faculty .member in time to permit any 
adjustment of teaching sphedules wfiich might 
be required if the leavfe is granted. The 
date for the submission of , applications for 
leaves (which normally takes the form of a 
letter from the Faculty member to the 
'President) should not be plater than six j 
months prior to the start of the proposed 
leavi^ period. . . ' 

Th,e application* for a leave is-* to' be " 
accdmpanied by a detailed plan in which the 
applicant outlines the means by which he 
expects- to fulfill the purposes of the 
sabbktical , program durirtg his leave. The 
applicant shotfld state his reasons for 
believing /that the granting of sabbatical 
leave will be professionally beneficial . 
to, him and to th^College^^ " • 

The/Recipient of a sabbatical leave < 
recei^Jhes the equivalent £t full pay for one 
semester for that leave; I this may be in 
the iox^ of full pay for one> semester or 
hal^ pay for two i^mesteris. 



The .recipient of a sabbatical- /leaVo 
must agree to return to the service of the 
College immediately following the completion 
of his leave and teach for at* lea^t two 
academic years thereafter, l£ he does not 
comply with this requirement, he is held 
financially responsibl^e for the Salary paid 
during the leave — fQr all of it if he 
does not return to' the service of the 
College at all^* i»f he, returns but faj^ls to 
complete two years of- academic service, for 
.the same . proportion of the ^;alary as the 
period of servij::e fulfilled is to two yeacsl 

.Full-time employment by the recipient"^ of 
a sabbatical leave is prohibited. This 
prohibition does not, however, preclude the 
acceptance of* grants, fellowships, \or 
remuneration for work of any sort which 
wouljd aid with the sabbatical project. 

A Faculty member, to be eligible for 
sabbatical leave, must have attained the 
rank of Assistant Professor, Associate 
Professor or full Professor, and he must 
have been on ac.tive, full-time service with 
thre College for a period of at least six 
years -subsequeat to any previously granted 
sabbatical' leave. In exceptional circum- 
statnces,. faculty members who hold the rank 
of instructojc may be considered for sabba- 
tdcal lec(ve. 

Leave of Absence 

i ' 

Faculty members who have at least three 
years oP'active> full-time servil5e and who 
are not eligible for a sabbatical leave may 
apply to the President for a leave of absence 
without pay, in^the same manner and by the 
same dates Specified -in the preceding section 
on sabbatical leaves. ' 

■ ■ . . ■ ; V. 



A leave of al ienee without pa^^ generally 
shfll ^aaDt Exceed ^a per^o<i of orie year. In ^ 
special^'GBeciMsta^c^^ with the approval of ^ 
l;he Boards, this leave of absence may be 
extended an additit:wiai*''f ear» 

" - The Maryland State Retirement System ^ 
provides that a Faculty /jnember on leatfe of ^ 
^absence without; pay loses his' year ' 
:service to Jihe Statjp, except for *a faculty* 
meriibfer on leave without ,]^ay for purposes of 
military service. The .Faculty member p;n ^ , 
Ij^ava^, o;^. a^Dser^ce dn order not 
to los^ his y-ea;: of service to the State, 
may p^y jflirectly to the iietirement. System ^ -'r. 
:in- a /lutnp sum,,^ the retirement contribution , * 
with/ interest/ ur>on his return from leave. - ^ 



3 . Sink reave , ♦ 




Faculty rfiembers are entitled to* accumulate 
i'ick leave at the- rate' of one one--quayter 
(1%) days per month from tHre start of employ--' 
; 'ment. , Unused leave may, be 'accumulated and "^is 
avciilv"=-ble^ far sick ^leave .at ^ny' time. Faculty 
membe?^ may not accumulate more than fifteen * 
* (l5V <|ays sj^ck^leave per yecir . Faculty ^ 
membiers who ar6 absent; from classes because, of 
sickness or other reason must report all such 
' ^ absences 'to their department heads arid €b the 
Office of' the Defan of th^e College. 

ji "Resignations / . \ \ ^, 



In 'notifying faculty members of their appointment,, 
reappointment , ^ and non-reappointment , thre Pres iderft • 
specifies the date by which the .faculty member should 
reply. All resignations should be made in a letter 
to the President by su6h date. ; A faculty 'member may 

vDesign before receiving his letter of ireappointm^ent, or 
non-reappointtment but normal ly such resigriatibn should 

j:iot be effective prior. %to £^e te rmihai^ da t e of the ^Faculty 
member's ppesent contract. ' • ^ V . 



XIX. ACADEMIC POLICIES PROCEDURES 



Gen'a,cal Policy Statement ,. ' , . " > .• ■ 

• The College is commxtted to the belief'' that ' . 
each instructor is a projEessiofial person and is - ' 
therefore the individual best qualifived' to judge all » 
matters relying- to , the conduct o;f his t:lass°es* • 
Po:{.icie^ concerning class; attendance, ' text -book 
selection arid reaching rnethq,d% 'aire the prerogative of 
the instructor himself / xn those- cases where the 
departpient head and faculty members of a department 
have agreed upon a uniform textbook for' multiple sections' 
of a particular course 'and/or have agreed upon course 
\and program ob-jectives, the instractor is exptected" 
to cooperate with his departmental <?olleagues in 
carrying^ out departmental policy . The department head 
and members pf each department are fred to initiate 
academic procedures they consider most suitable to 
their sipecial discipline, provided such procedures are 
not in conflict \i/ith general Col legfe goals and objectives 
or regtiiations and procedures relating to academic 
- pol'idies aiad procedures c^r to academic disihon.es ty. 
Academic policy and overall standards affecting degree 
requirements are set by the Senatfe and. Forum through 
the recDmmendations of standing committees. 

B.. j^ttendance , . ■ ., . — v ■ _ . 

Each Faculty menitoei; sets his" own policy on class 
attendance. It is the .responsibility of the student } 
to understand clearly the att6ndanbe policy of each 
of his instructors -and to act accordingly. • 

The student is responsible for explaining the 
-reason for any absence to his instructor, if at all 
'possible, the student should contact the instructor 
prior to the absence. The ttealth Center does not 
issue class absence excuses for any reason . However , a 
student who is being treated .while a class_ is in progress 
will be given a signed- statement verifying such treatment. 



' The Faculty recognizes the value to the student 
oj such, activities as attendance at meetings of regional 
at^i, national scholastic and .professional organizations, 
pariicipation in College^spprisored -dramatic or musical 

;4v^nts, . and varsity alhletics • Students participat:ing 
in' such 'activities and who i near cjlass absences because 
of them, are responsible for ' notifying their instructors 

^in advance of stich' absences. / Should an instructor have 
any question regarding the student *s absence for such 
activities,' he may call the Faculty member or other 
person resporisib-jte for the activity, 

Instructcsrs are reminded that examinations, 
meetings, classes , etc . , which are occasionally held 
after normal class hourB - usually in the evening - 
>;ill ^inevitably cause-^cbnflicts for students wfio are 
enrolled in co-curricular activities or who are active 
xn campus organizations. VJhenever such course recfuire- 
mehts have not been clearly stated in the cojurse 
description or in the . schedule of courses, instructors ' 
should offer alternatives to a student who would be 
forced tb miss a regularly schechiled rehearsal, choral 
group meeting, or other previous commitment. 

The scheduling and arrangements for field trips 
ore the responsibility of the faculty member planning 
the trip. Such trips need not be scheduled through 
the Dean's office* (Limited funds are available for bus 
rental for such trips.) 

Students who are on academic prpbat Ion m^y not 
Incur class absences for non-credit activ^^ities without 
prior 't^ermission of their instructors. Since field, 
trips connected with activities* offered for academic 
•credit are a part of the academic program, students 
are eligible regard4iess of point score. Faculty 
members afranging^f ield trips .connected with non-credit 
activities should remind the students 'involved that 
they are not eligible for such a trip if they are on 
acadCTiic probation with the following exception: 

> In order for- a student to be^eligible for 
participation in varsity intercollegiate' 




athletics, he must be carrying at least 12 
semester hours of credit, and his cumulative, 
grade-point average must be no lower than the 
following, according Co class: 



.Freshmen - i.75 (at the end of the first 



semester in residence, for 
second semester participation) 

^ Soptemores - 1.85 (at the end of the second 

semester in residence # 
for third semester 
participation, and at^ 

s W > the end of the third semester 

in residence,, for fourth 

\ ^ semester participatio"? 




. Juniors 2.0 j(at the end of the fourth 

semester in residence anc 
^ ' thereafter) . | 

. \ Seniors - 2.0 f 4 ^ ^ 

(seipester in residence means that the stu(Sent 
is' carrying a minimum of 12 semester hours 
in course work) i 

Students who are forced by emergencies to be absent* 
from classes or from other required activities^ are 
responsible for ' notifying the Office of the Dean of 
Students, which will notify the students' instructors 
of such emergency absences. 

C . Faculty Work Load' 

The normal teaching load at the undergraduate 1 
level is 12 semester hours per week plus 'other normat'^ 
responsibilities. Department heads are relieved, by 
virtue of -their administrative responsibilities, of 3 
semeater hours per week. Persons teaching graduate 
level courses are^^limxted to 9 semester hours per week 
plus other normal resp9nsibilities . "Other normal 

*• ' . ^ ' ' ■ ' ■ ' 
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.responsibilities" i nclu de departmental responsibilities ^ 
^committee assignments, advising o:^students, atteniiance 
at Forum meetings and such other responsibilities as 
are agreed to by the Faculty member * and his Department 
, Head, the Dean of the ColfegJ, or the President.'. Reason- 
able adjustments of workloads may be agreed to by the 
NDean gf the College^and the President upon the recommenda 
\ t^n of the Department Head tb t^ke proper account of 
sP^j^l conditions (e.g., undsually large advising loads/ 
sp^ial research activity, large commitments in contaat 
hcWrs because of laboratory, studio, or -field responsibil 
tj^s, etc.) ' 'V 

No member gf the Faculty is expected to serve oa 
more than two major committee:^. New Faculty members, 
in their first year of service', : ai^e generally excus^^ / 
from serving as advisers unless the Faculty member, 
the Department Head, and the Dean of the'\;ollege agree 
to such service. » . ' ' . i 

D . Auditing / 

The College 'permits interested peirsons, including / 
registered students, to audit class es/according tothe I 
terms set forth in. the College catalog. / 

■■ ■ • ■ ■ ■ ' ■ , ■ ^ ' l' 

Faculty members and other employees, of the College;^ 
may audit -or carry courses, ^free of cliarge, for credit!|f 
(See Section IV. M)^ In either case, consent of the j 
instructor must be obtained ahd not Liore than one ] 
course may be carried in a given semester. 1 ' 

E. Class Schedules ' . * r\ . j 

Class schedules are made up by the Department^ | 
Head in consultation with the Faculty members of his / 
^department. The Department Head then provides the* j' 
^Registrar with his recommendations for course offerings, 
faculty assignments and specific class hours for courses. 
If a problem should arise, the Registrar and dean of/ . ' 
the Colle.ge will consult further with the Department | 
Head. Ad justments in class schedules, meeting time^; 
and locations should be made only after consultation'^^ 



by the faculty member with his or her department head^ 
who notifies the Dean of the Collie and the Registrar 
of any ch'anges agreed to, 

F. Grading System' 

The grading system used by the College^ appears 
in the College Catalog • Faculty tnembers should study 
carefully the explanation, of the new NC (No Credit) 
.grade as described in the catalog. In general, the 
instructor is free to employ his best professional judg- 
ment in grading despite the fact that subjectivity 
inevitably creates for the student a confused picture 
of the College's grading "system," 

occasionally students will challenge particuj.ar 
grades or grading practices of; instructors. In such 
cases, the student will be expected to consult, in 
order, with his instructor, the instructor '-s department 
head, and the Associate Dean of the College, ,If he is 
not satisfied, the student may then request a. hearing 
before the Vice President^ and D^an of the Colle^. In 
no case will grades be changed by department heads or 
the Dean of the College unless, after consultation, the 
instructor agrees to the change. This policy is not 
to be construed as one permitting or encouraging ^ 
persuasion or pressure on Faculty members in connection 
with their grading practices. Rather, it is ^intended 
to afford reasonable recourse to students who seriously 
challenge grades, and to assure that the Faculty member 
in question is protected fully in the exercise of his 
professional judgment. 

GV Change of Grades , ; 

*• . 

* The College reali2?es that clerical erxors occur 
in the computation and recording of grades^ and that, 
therefore, some^hanges in grades are inevitable. 
However, the Collie expects that each faculty member 
will make a coit^lpbe and fair appraisal of each 
student's' performance before submitting the grade 
for that student so that grade dhanges can be kept 
at a minimum. 



'*A Faculty member desiring to. change a grade. that 
has already been submitted to the Registrar wiil consult 
with the Dean of the College in order to insure that the 
faculty member is aware of the above College policy. 
The faculty member, will submit a "change of grade." form 
staiting the reasons for t'he change. Consultation with 
the Dean will bej indicated by the Dean's signature on 
the "chiange of grade" form.. 

.- ■■ . ■ . • ' . • ■ • . 

H. Exa minations , • . 

Examinations/ quizzes and^ other evaluative^ 
instruments used in courses are uhderstood to be the 
province of the instructor. In courses offered in 
multiply sections or on a departmental basis, examination 
practices are developed by the department membejps engaged' 
in the course and by the Departt?tent Head. 




The College expects .that all members pf the 
Faculty will employ examination practices appropriate 
to each course and discipline, which yield reliable 
- evidence of student performance. Faculty members are 
also expected* to° explain clearly to their stucJents 
what their, examination practices and make-up policies 
are, and to do so at the beginning of each courise 
to avoid confusion on the .part of students. 

I . Mid-Semester Warnings '\ 

jOnly grades of D and F earned by mid-semester 
are .reported to th^e Registrar. The student and his 
adviser are notified and the student is requir.ed to 
have a conference with the individual instructor (s) 
and his adviser. • / ' 

Instructors should understand, -and ^xplain to 
their students, that mid-term warnings are not ' 
necessarily related to final course grades, and that 
the principal j^rpose of warni^hgs is to apprise i " 
students of difficulty they may be encbu^ntering so 
that corriective steps may be tdken. It is often 
the case that students and/or^ parents feel that if^ 



no wa^rning was given at mid-^semester , the instructor 
••has ' no right to fail the student" in the co4^se. 
Faculty-Members can 'assist in dispelling confusion 
on this point by discussing" warnings with their . , 
classes early- in the course. ; , 

J. Dean's List > 

To be eligiblie for the Dean 's List ^ a student 
must have earned a grade point average of 3.25 or . 
better and must have ^carried 15 semester- hours or 
more of grkde^ credit - exclusive of the P/NP\ 
evaluation - for the previot^s semester, t 

K. Graduation With Honorg , 



Studeint^ whose cumulative grade point average 
dicates high scholastic achievement are awarded 
their degrees as follows: 

Cum Laude - from 3.35,,jbo 3.59 

- Magna Cum fLaiide - from 3.60 to 3.84» 

Summa Cum Laude - 3.85 -and above t 

L. Graduate and Summer School Teaching 

,The graduate program of the College is under the 
administrative supervision o€. the Associate Dean of the 
College and Director, of Graduate Studies. Academic rules 
and regulations for the ^graduate program are established" 
by the Gradu^e Faculty of the College iahd are avaj.iable 
through the Office of the Director of Graduate Studies. 
The Graduate Faculty of the College consists of allV 
members of the College Faculty who hold the termirtfel 
degree or who hold the rank of professor or of 
associate professor. ' ^ 

The summer session program is under the 
administrative supervision of the Director of Summer 
School. Sutler session offerings are determined by 
the Director in conjunction with the Department 
Heads and the Summer Srfhool Committee. Summer session 
teaching assignmentjs Sre usually made upon the 
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reconunendation of ^he bepartment' Hbads. Faculty members 
whose contracts- have been terminated by the College will 
not be eligibl^^ to teach in the"* summer session following 
termination. 




A Summer Session Catalog is issued duringr "the 
spring; this catalog should be consulted for further 
information about the ^utnmer session. 

M. ' iR\^qistration ^ - 

' Information conr erning registration dates / times , 
and prolsedures appear in the College Calendar and 
in the Academic Schedule and supplementary^ instructions 
distributed by the Registrar. 

Faculty members should read carefully all 
materials concerning 'registration in order to assist 
students as much as ppsaible. The final 'registration 
process /is coriducrted in Compton Gymnasium, and Faculty 
members atfe assigned t^imes by Department Heads to 
serve at departmental stations.' It is axiomatic 
that the mor^e a Faculty member familiarizes himself 
with the College Catalog, the -General Studies Prog^,am, 
degree requirements, and departmehtal course 
offerings /-^(including sequences, prerequisites , and. 
major and/ minor requirements) , the. more helpful he' 
will be .to students and colleagues at registration. 

1. Change, of Courses ^ 

Consult the College Catalog and 
Adviser's Manual for detailed information 
c on this subject. 

2. Changing Curriculum • 

Consult; the College Catalog and 
Adviser's Manital for detailed information. ' k 
on qhanging curriculum. 

3. Withdrawal from College ^ 

. ^ Consult the current College Catalog ^ 
\ for detailed information on withdrawal 

from College. . * 

' ' " ' > ; ■ V- 
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Adding and fJithd rawing from Courses ' v « 

. r - ; ^ 
. A Student ma^ not add a- cQurse to his . 
schedule without the ''approval': of the* heei.d^ • 
of the -department /nvblVeQ and of ttie- 
student '/s academic advi'S^ef. Students may < 
not eledt to add courses after the fir^t 
week bf classes. 

After ^registration lia? been completed 
a student inay drop a course without penalty 
up to the end of the eighth week of classes 
(pr the equivalent period during suijimer 
session and quarter courses;) The student 
^ shall receive a grade of "W" in such cases. 

After the first eight weeks of G&asses 
(or the equivalent period during summer 
session and quarter courses) a ^student who 
withdraws from a course/ but no%' from ' 
College,, shall ordinarily be'^ a^ignied a 
grade of unless the instructor 

recommends • to thje Dean of the,^afellege 
' that- a grade of W or WP, (witKdrew passing) , 
^ be assigned/ The Dean of College will 

grant approval only under>&cceptional i 
circumstances. A grad^/(^ FX shall be ' 
assigned if the student withdraws from ^ 
the course without completing the proper 
withdrawal procedurfes. Both grades of 
and .fx (O grade pO;i/its per semester 
hours) are used in th^^^^qomputation of grade . 
point averages. These Fgrades will not be 
' eliminated even if the course is repeated. 
Students wishing to withdraw from a course, 
but not from the College,, at any time must 
complete the proper withdrawal form available 
*' in the Office of the Registrar. - 

N. Academic Ac^vising 

All Faculty members except those iri their first 
year of service are given the j^sponsibility of advising 
students. Initial/ assignmient ^f advisers °is made " 
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during the Summer Planning Conference for /freshmen. 
Although some students'^ continue ijito the f all* semgster. 
^(sPrth^heiij summejr advisers, many students must be 
!j:eassigned. Generally, advisers to Students who 
have declaimed or who wish to change a major are 
assigned by department heads upon receipt of the ' ^ 
student folders or forms from the Dean of* the College/ 
Materials to assist the Faculty ^member in his advising 
duties may be found in the current Manual ffor Advisers^ 
in the College Catal^og, and in memoranda Issued by 
the Dean of the Collega^-^ — / , ' ... 

Information on procedures for changing advisers 
or .majors appears in. the College Catalog and in the 
Manua>l for Advisers^;.; / ' . 



0. Office Hours 



f aculty' members are expected to announcei or 
post, and to maintain, regular/office; hours for con- 
's^ultation. with students and advisees. The College 
also expects Faculty ifiembers to be available, on *a / 
Reasonable basis, for appointments on an irregular 
basis with students. , ^ 



' At the beginning of each semester. Faculty 
members^ are asked to complete schedule cards for 
reference in the offices q£ the President and the 
Dean o\f the College. The schedule cards should include 
all classes, laboratories, cpmmitfeee meetings; office 
hours, and other regular appointments^ * * 



P . Afaademic Dishonesty * 

■ ■■ ' ■ - ' .. " • . ■ • 

The College h<ilds firmly to the conviction that 
the entire f abric of ^a community of^students, teach&rs 
and scholars relies 'fbr its integr/Ljtfy^pon the pursuit 
of truth, unfettered' by interf erenNsg^i>x intimidation 
from outside that community oi^ by the disintegratipn. 
of mutual respect and honesty within. Accordingl^r^ 
academic dishonesty in any form is viewed as one of 
the most . serious o.f ,fenses against tlie good order of. i • 
the educational coinmunity. /Any ii^dividual or group; 
of stvidents found cheating or plagiarizing is subje/ct 
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to college disci|>linary procedures in addition to any 
action taken by the faculty member, of the course 
involv^d*^ ' ' . ^ 

I 

Q . Academic Standards - 

^X^^ A student whose cumulative average falls below 
/2.00 is considered to be in scholastic difficulty and 
^ is placed on probation in the Intermediate Division 
by the Committee on Academic Standards. The Committee 
on Academic Standards al-so ;judges who shall be dropped 
from the College for unsatisfactory scholarship. A 
studjent may be' dropped from the College for unsatis- 
factory scholarship without first being placed in the 
Intermediate Division. 

The Intermediate Division is intended to enable 
students and' the College to pay^ special attention to 
the academic deficiencies of students on academic / 
probation. Having been jplaced in the Intermediate 
Pivisi^n, a stjident's academic schedule and cou-rse 
load are subject to certain rules for a specified 
period of titj^e after which the student ^is either 
dropped for unsatisfactory scholarship or removed 
from the Intermediate Division and placed io good 
standing. * \ * ^ 

The rules and regulations governing/ the 
Intermediate Division are contained in derail in 
the College Catalog. 

R. Attendance at , Commencement ^ 

Although attendance at commencement is optional 
for, members oi the faculty, administrative staff, and 
students, faculty members ar& encouraged to attend. 
For those faculty members who participate in the 
commencement exercise, academic apparel is required* ^' 
Arrangements are made for faculty and staff rental of 
academic apparel for individuals needing it. 

Faculty Travel and Research * 



]^culty members are^ encouraged to attend and 
participate in the meetings of professional and 



learned societies. Limited funds for travel to such 
meetings are provided 'for all departments ^nd are 
assigaed to Faculty members in accordance with depart- 
mental policy. Rules and regulations concerning 
faculty travel, are outlined under College Services 
f section V) . ^ . 



Faculty members are encouraged to engage in 
scholarly research, and to publish 'its results. 
While the College is committed to teaching as its 
primary responsibility, the role of research in a 
community of schcflars should be .fully understood and 
appreciated. Wherever possible, the College is 
willing to aid faculi^y members in the preparation of 
acceptable teaching schedules and the use of facilities. 



/ ■ 
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IV. ADMINISTRATIVE POLICIES AND PROCEDURES 



A. Affirmative Action Program 

The College has developed, an Affirmati^Jre Action * 
Progr.ain which is designed to affirmatively issure- eqiial 
opportunities to minorities and women in all aspecta of 
the employment process: recruitment/ selection, place- 
ment, testing, training, and promotional advancement. 
Essential components of the Affirmative Action Program, - 
the fpll text of which is set forth in the Appendix, are: 
the projection of goals arid timetables for improving the 
employment compositiori of minorities and women on the 
Frostburg State College personnel force; the specific 
responsibilities and' lines of authority for effective 
implementation of the Program; the establishment of an ^ 
on-going mechanism to review and revise all employment 
pt^cedures to. assure that they do not have -a discriminator^ 
effect and that they aid in attaining employment composition 
goals; and, the development of systems to regularly monitor 
and measure Program progress. 

■ ■ ' ■ ) 

The Director of Minority Affairs is -currentl/^serving : 
Is the Affirmative Action Coordinator. The Minority 
Affairs tommittee, whose members are appointed annvi ally ' °. 
by the Presidenjt,- is charged, in addition to its other - ' 
responsibilities,, to work on a continuing basis with the 
Affirmative Action Coordinator on matters relating to the 
coordination and implementation of the Affirmative Action 
measures. 

Under the Program, supervisors afe obliged to meet 
with the Affirmative Action Coordinator as soon as a ■ 

, vacancy in an existing position is anticipated or wh?n a 
riew position is approved in order to map out a comprehensive / 
recruitment effort designed to attract qualified minority ^ 

.an^ women applicants. - The Affiimatiye Action Coordinator 
will assist thp recruiting office or de^iartment in identifying' 
appropr,iate recruitment' source^s 'and will closely monitor the 
entire recruitment, and selectibn procefss to assure compliance 
with the Affirmative Action Program. 
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B . Record-Keepinql^fand Conf identiality 



Under a federal law, entitled "The Fainily Educational 
Rights and Privacy ^Act 6f 1974", the College is ot>ligated 

comply with certain procedures in handling and, releas'ing 
personally identifiable information regarding students. » 
Succinctly ^ated, the law provides college sttidents the 
, right to inspect of ficial records directly related to the' 
students 'and an oppiojrtunity for a* hearing td challenge: 
suiqh records orf^he grounds that they ^re iijaccurate-, mis- 
leading ^ br otherwise inappropriate. Additionally, the 
law restricts, with* certain specified , exceptions, the 
release of personally identifiable data, about students to 
third parties/ without the student's written cons^ent . 

There are* Several statutory 3Xcep£ioris which pertain 
to student access to records and the releas^^i of student 
records 'to third parties. Two of the exceptions are worth 
noting. First, confidential letters and ^stateinerits' of 
recommendation placed in* student records pirior to T/anuary \f 1! 
are not available for inspection becaiise^^of prior pledges of 
confidentiality. Furthermore^ the Ibw p^^rmits a student to 
^aive-his/her right of "^access to confidential letters and 
statements of recommendation placed in a file after 
Januar.y 1, 1975, which pertain to admission' to any educational 
institution, application for employment, , br^ r/sceipt of an 
honor or honorary recognition. Pursuant to this, -the College 
offices involved in placement services foi; students, the 
Office* of Placement and Career Development" and thp Office 
of Field Experiences (Teacher Education Program),, 'have' 
establishisd .a system whereby students, at their option ^ 
m^y waive their right to^. inspect . letters or statements of 
recommendation submitted on their behalf in connection 
with admission to post-graduate institutidna or applications 
for employment.. • 

Another noteworthy exceptipn to the law deals witli 
the release of information to third pai:ties. v TheVlaw 
specifically provides that student written' consent is not 
reqiiired where the student records circulate witiiin the 
College for disclosure . to those College 6f f icials' with 
an appropriate educational interest. Faculty members and 
administrator's would be covered by t^bis provision. * 




The College has developed detailed procedures to ensure 
Gompliance with^ and implementation of , the; federal law 
pertaining to the privacy and confidentiality of student / 
records. Special forms dealing with "Inspection of Student 
Records", "Challenge to Contents of Student Re'cords", 
and "Written Consent for Release of Information", have = . * 
been distributed to all faculty and administrative supervisors 
for purposes of handling' requests for information in 
accordance with the federal law, toy questions regarding - ' , 
substantive and procedural features of the law or related 
College regulations should be directed to the Assistant 
to the President.^, 

^' ■ ■ • 
C. Use of the College's Name 

k^en representing the College in'an official capacity, 
members of the faculty and administrative staff are encouraged 
to use the name of the College and College stationery for 
official correspondence. • . 

The Colle'ge does not wish to be involved in projects 
with which it has no offi^rial association- Mernbers of the 
faculty and administrastion *are urged not to use the College 
name involving personal or unofficial activity, if "such 
use in ° any way can be construed as implying College endorse- 
ment of any project, product, or sefrvice. There is' no 
objection to the practice of faculty members publicly 
using the College affiliation for the purpose of identifica- 
tion. Where 'doubt exists concerning the fJropriety of using 
,.feh€r-Coriege ' s name^ the individual concerned should consult 
with the Vice President for Development and Public Relations. 



D, Public Information 

News. releases, are handled through the office of the 
Vice President for Development and Public Relations i This 
office serves to coordinate programs, both internally and 
externally, designated to create understanding and support 
of the College's objectives. Faculty meltibers engaging in 



professional meetings, research, publication, civic activities 
and other newsworthy activities are urged to notify th6 
Director of Information ari\a Public Services fot preparation 
of appropriate news releases. / 



The Maryland Public Information law allows, with 
certain designated exceptions, public inspection of. 

..College records, Mncluding salary iaformation of clas- 
sifieds/and non-classified employees. Any; inquiries or 
requests^ for inspection of College records shoUrd be 

'directed to the Directdr'of Information Vand Public^ Services, 
who wil^l advise the person making the inqiiiry or regues_t 
of the requisite procedure to follow; ' \ * 

State and College Budget Procedures \ . * i 

. .< ' ' ' '1 • . . 

The Maryland State Colleges are- subject to direct 
Dudgetary corttrol under existing State budget procedures. • 
Each* college, during the spring, prepares its budget request 
nearly two Wars in advance, (i.e.,^ the request for fiscal, 
1976, whiqhibegan July 1, 1975, was prepared during the 
spring of * 1974) . . , * 

lit- preparing it& operating budget,^the College calls ' 
upon all academic departments •and"-:admrinistrative^ of f ices 
to submit detailed- requests for tt-avel funds, contractual 
services, (Such as printing', rentals, etc.), supplies and . 
equipment according to the following procedure. 

Prpcedures for Instructional, Library and 
^ Special Instructional Programs Budget Preparation 

1. Each department shall meet as a committee 

of the whole,, or shall provide for a depart- 
/ mental, committee chosen by the members of 

the department, to develop the annual budget ' 
request. Among^ the, budget items which 
should be considered are:'' requests • for 
•personnel., programs, supplies, equipment, 
trave: funds, contractual services , etc . ' 

• 2. ^^ach department, after formulation of its 
, /departmental budget request , shall assign 
priority rankings for the items of t:hat 
budget. ^ " • 

■ ' ■ ■ ■ •' ■ ^, 

3. The departments, after approving thfeir 
_ budget requests and priorities, shall - ' 
submit them to the Budget Office of the 
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/ college- The Dean of the Collegev the 
Vice-President , for Business and Financial 
Affairs, the President o| the College; and 
the Fiscal Committee *will review ^e° depart- 
ment budgets in preparation for public hearings. 

4. Following much review and prior to open 
hearitigs, the budget requests shall be 
placed on reserve in the Library. 

5. Open budget hearings shall be conducted 
•by the President, or his designated 
representative (s) , the -Vice-President 
for Business and Financial Affairs, the 
Dean of the College and a member of the 
Fiscal Committee chosen by the Fiscal 
Committee. Any members of the College 
Community may attend any budget hearing. 

6. Departments may jrequest a , meeting with 
or be called to appear before the Fiscal 
Committee to review its budget request. 

7. At each stage of budget request -^develop- 
ment, each department and the Chairman of 
the Fiscal Committee, or his designated 
representative, will be informed immediately 
concerning any change imposed on its depart- 
mental budget request. ^ 

The College administration then consolidates all 
requests and submits them, in "accordance with an operating 
budget formula^ as the College operating budget request, 
to th^ Board of Trustees. T^ie Finance and Management 
Committee of the Board then holds hearings for college 
and >, submits its own recommendations to the Boara. The 
Board usually approves the college l:>udgets, and. its own 
request, at. the July Board meeting and submits the total 
operating budget request for the Maryland State Colleges 
to th6 Budget Bureau. There is a separate Capital Budget 
which is prepared on a similar time table. 4 ThQ capital 
budjjet is reviewed by the State Planning Department, 
which recommends to the Governor the items it feels should 
be included in the Capiital Budget. * . 



/ ' 

/ ■ . 

/ • . 

/ I ■ • 

Maryland has an executive budget** — or/e which is 
compiled for all State agencies and pre^nted to tjie- 
General Assembly in^ January by t>he Governor. Redactions 
or modifications of agency requests are made by the . 
Budget Bureau in accordance with the Governor ' s prior it ies 
ari^ projected revenues (the State Constitution mandates 
a balanced budget:). The General^Assembly/ thro.ugh the' 
House Appropriations Committee and the Senate Finance 
Committee/ acts pn the budget during most of its jannual 
session, which ^nds during the second week in April. 
The legislative body may rediice br leave- Unchanged the 
operating budget presented/by the Governor; it may not 
increase amounts in the operating budget (capital budget 
request, covering construction and capital equipment 
outlays/ iijmy be eithfer increased or reduced by the General 
Assembly^. , 

The College learns of the amount of its operating 
budget when the legislature adjou^^ns . The funds budgeted 
and approved become available on July 1. With a line 
item budget, the colleges must expend their budgets 
according to established State -procedures, which require 
that, expenditures in all major budgetary categories be 
screened and approved by a budget analyst in the 'Budget 
Bureau., Thus, a dual form of cojitrol is ifiaintained» over 
the college budgets by the Budget Bureau: firsjt, when 
the budget request is presented in the fall, and second, 
when the actual expenditure of appropriated funds is 
processed . Significantly for the^ freedom of adtion 
required by any institution of higher education, the 
University of Maryland, enjoys statutory autonomy from 
the close control described 'here. The State Cdlleges have 
bedb pressing for similar status during thQ last few years; 
and the Rosenbierg Commission report, cited earlier ^ 
recommends simi^lar f le5cibility, for the State "Cdlleges . 

Similarly, each Faculty, staff or administrative * ^ 
position is approved by the Budget Bureaiu as well .as by the 
Secretary of Personnel. The College is free to fill '^only 
as many positions as have been authorized in -its budget. 
Faculty positions are theoretically determined^ accdrding 
to the student-faculty raitio and are supposeds^o be related 
dj.rectly to student enrollment. In practice, the College 
has not been granted the faculty positions generated by 
the formula during the last two years. 



44 



Er|c ' 37 




In general, then, the Faculty member should under- 
stand that the College budget is, at any given moment, 
one which was developed and approved some months ekrlier; 
that expenditures not anticipated in the original request- 
must often be rejected,- that positions -cannot be fiiled 
at will by the College, and that budget execution is a 
function of both the College ahd the State Budget Bureau. 

Questions relating to budgetary procedures should 
be directed toward department heads, the Vice Poresident 
and Dean ^of the College, the Vice President for Business - 
and Financial Affairs or the President of the College. 
Forms for out-of-state travel, in-state travel^reimburse- 
ment, and relatfed actions kre available from the Business 
Office (Accounts Payable) if department heads do not have 
a supply. Purchase requisitions should be obtained from 
the Purchasing .Department . - - ■ 



Requisition Procedures ' ' « . 

1. The department head^will use requisitions 
; for merchandise for all requests for 

equipment, supplies, and service. Improper 
or unatithorized purchases are considered 
the personal responsibility of the individual 
— making them. . 

2. Verbal requests or„ req\iiests by memorandum 
will not be honored" by the Purchasing Office. 

3. It will be the responsibility of the depart- 
ment head to verify tliat funds are availalDle • 
in his budget to cover the purchase. '^-'^J 

• ' ■ "i 

4. All requisitions should be TYPED i« duplicate.* 
The original is forwarded to the" Purchasing ' • 
Department arid the duplicate copy is maintained 
for the departmental file, 

5. All requisitions must be signed by the depart- 
ment head and forwarded to the Budget Office 
for approval . 
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The requisitioner will pregare the requisition 
for merchandise by utiliziRg the following 
cp'lumns: 

Classifications 

The classification must be shown on the 
requisition for each buying classification. 
Buying classifications may be determined 
by using tlie^Alphabetical Index ^of ' >• ' ' 
Commodities issued by the Department o'f 
General Serifices^ Purchasing Bureau ^ and 
available^ in* the-^urchasing Department 
here at the, College. 



Item Number 

This ijnumber will be obtained from the 
Maryland Commodities Classification of 
Items as issued by the Departtnent of 
Genera? Services (copies of which are 
available in the Purchasing Departinent 
here at the College) . 

Quantity ^ 

Record the i\umerical Ofuantity of each 
item required. 

Unit 



Show whether the unit is: only^ each, 
dozen, gross, etc. ' * 

Description 

Show the exact nomenclature bf the items 
required. Giye catalog nvimber and year 
of the. catalog and manufacturer whenever 
, possible and if applicable to-the items 
required.. If possible, include on all 
requisitions a photostat copy of a picture 
of the items requested. Show descriptions 
in detail. GIVE COMPLETE NAME AND ADDRESS 
OF VENDOR INCLUDING ZIP CODE. • 
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Unit Price - Total Price 

Unit price and total price must be shown 
' /or all items. Each order must be totaled. 

The Purchasing Office will reject ajjd return 
to the requisitioner any, request that is 
incomplete or not clear. It is the requisitioner 
responsibility to convey COMPLETE^ ^d^criptions 
of items required. 



Compensation 

1. Salary Checks 

Faculty salary payments occur either 21 
or 26 times each year. The Faculty member must 
exercise the option for 21 or 26 pay periods, 
' by signing a form available in the Office of 
the President. - 

Checks are available on alternate 
Wednesdays and may be picked up at the 
Business Office (Accounts Payable) after 
10:00 a.m.' . " , 

2. Deduction^ ^.^ ^ 



Mandajtory deductions include Federal With'- 
holding Tax, State and Local Withholding Tax, 
Social Security and Retirement. Optional pay- 
roll deductions are considered under i fringe 



benefits . 



Fringe Behefits / 

1. Retirement and Pensions - ' , 

Every member of the faculty .is required by 
law to join the Maryland Teachers Retirement 
.System. Faculty members must retire upon 
reaching the age of 70. Information about the 
Maryland Teachers Retirement System is contained 
in the Appendix. - 
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Social Security ^ ' 

All members of the faculty are covered / 
by Social Security. • • . 9^, 

Workmen's Compensation ' ' 

All faculty members ar^ covered by the * 
Workmen 's Compensation Insurance. Any person 
injured in tfie course of his employment should 
contact the College Health Services immediately^^,,- 
for, the necessary forms. ' 4 

unemployment Insurance 

6n January J,^ 1972^ the Maryland Unemploy- 
ment Insurance l/aw beciame ^plicable to institu- 
tions of higher -education. Hie purpose of the 
law is to provide for the compulsory setting 
aside of unemployment reserves to be used for the 
"txenef^it of ^person^^'* unemployed through no fault 
of their own." Faculty members eligible for 
benefits under the law should contact the 
Department of Employment Security. for further 
details. < 

Medical Insurance 1 

Full-time members af the faculty and 
their dependents are eligible^ under certain 
conditions, to join a group health insur^ance 
plan for employees of the State of Maryland r 
operated^ by the Maryland Blue Cross and/ Blue 
Shield Plans, J J^^^ includes hospital^ /medical, 
surgical, and major medical programs'. /The 
semi-monthly payroll deduction rates are 
listed in the Appendix. A health ca^-e booklet 
and application blanks are availaiple from the 
Personnel Office. - 

Eligible faculty members may ^nroll in then 
program within 60 days of the dateVof employment 
or date they otherwise become eligiplo. Applica- 
tion fontis will be provided. If an\ eligible 
employee fails to enroll within 60 aays, he may ' 
not apply for participation until ^he\ lias submitted 
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satisfactory proof of insurability for him-^ 
self and his dependents, if any, or at such tim^ 
and under such conditions, as the State may from 
time to time announce. Coverage under the pro-' 
gram will become effective for newly enrolling 
employees on "the date a payroll deduction 
authorization for th^ Program is submitted to 
the State or the first scheduled working date, 
whichever is later . 

The College Personnel „Off ice will be « 
happy to assist any faculty member who encounters 
I • problems or difficulties with the medical, insurance 
program. ^ \ 

6k:;^>Death Belief i^: 

^ 'l^ — ■ . • - 

• \ ' . . • , 

f If a member, ^who is irot eligible to retire ^ 

idies in active service, the Maryland State 
i Retirement Systems will pay in a lump sum' to the 
" designated beneficiar^r or-the estate of such 
I member a sum- which consists of the member's 
/ total accumulat^dT contributions and, if such 
; member had one or more years of creditable 
: service, a death benefit equal to 100% of the 
: member's annual salary being paid at the date* 

of death. ' • ^ 

p. Tax-Sheltered Annuities i 

Annuities ma^r* be purc^sed*by faculty* 
members through the Teachers Retirement System 
of the State of Maryland. Premiums are paid 
by a reduction in salary or by a diversion of 
an increase in salary: Information may be 
'obtained from the College Personnel Office. 
* \ Information and sample forms for such annuities 
are contained in the ^li^ppendix. 

8 Sayings .Bonds 

✓ ■ 

Optional payroll deductions for^bnited 
States Saving Bonds may be arranged with the 
Personnel Office. ' Sample options for. sayings 
; - bonds and freedom shares are lis^O^d in the 
Appendix . 
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9-. Credit Union 

Faculty membWs are eligible for the 
ber^efits of and maV make payments through 
payroll deductions to the State Emplfl^ees, 
Credit Union of Maryland, Inc., State Office 
• Building, 301-West Pir^ton Street / Baltimore, 
■Maryland 21201. In addition to paying a 6% 
interest rate compoundedV quarterly, the credit 
union can be used for newVcar, used'' car and 
personal loans. Inforinati<s)n concerning the 
Credit Union and its .operation may be obtained^ 
from the Q6llege Personnel Office. 

* j Facul1^y members -are also -eligible f6r 

membership in the CCSAC Federal Credit Union> 
P. 0. Box 1382, Cumberland, Maryland 21502. 



■ ^3 

Gifts and Grants 



The College is prepared to accept gifts, donations, 
or grants by any individual, association, foundation', 
society, corporation, or the U, S, Government provided 
that the Governor approves the acceptance of such funds. 
The College prefers, however, that gifts, donations, and 
grran^s be donated directly to the/Frostburg State College 
Foundation, Inc. Any gift or donation to the Foundation 
does not require the approval of the Governor. ' The 
Fro stburg State College Fouridation, Inc., has been approved 
for ta>c exempt status by the Internal Revenue Service. 

Funds dbna^^d either to the College or to the Foundat 
are not: considered -a substitute for items appropriated to 
the^ College by the General Assembly, Fa^culty menlbers ,and 
administrators interested in applying for federal gi^ants 
should consult the Vice President ,for Devi^lopment and 
PubliQ Relations, His ^office maintains a complete up-to- 
date lifting of all federal programs incltading application 
procedures*; ^ and it is his office through which all grant, 
applications made in behalf of the College are processed. 



J, Vacations 



Faculty members on a 10-month contract are free to 
start their vacations after g^raduat ion once they have 
discharged thjeir de{>artmental duties. A member of the 
administi^^.ive staff is» eligMle for annual leave not to 
exceed twenty-two working days per year. 



\ 



K. Employee Liability 



, College employees^ both full-time and part-time^ * 
are provided liability insurance protection under a * 
Board 'of Trustees* policy for any acts or omissions arising ^^>s 
within the scope of their duties which result in per;s6nal 

.injury or property damage to persons other than fellow * 
employees. The 'insurance policy also covers non-remunerated 
volunteers while performing jsprvices for the College. The 
insurance company will /^ovide legal representation fors. 
employees^ or volunteers /^involved in litigation even if the 
law suit against the employee is groundless^ false or fraudulent. 
The limits of the liability insurance are $500^000 per claim * 
with an annual aggregate applicable to the entire State 
College system in the amount of $5Q0,000. Any questions ^- 
concerning policy coverage or procedures should be addresse^^^ 

^^to the Assistant to the President. ^ 

It is also important to note two Maryland laws relat^ 
to the legal representation of, apd possible indemnif icati 
for. State . employees. One statute sets forth the ''procedtH^e 
authorizing the Attorney General to defend State officers 
and employees in le^al actions, civil or criminal, arising' 
out of certain ac!it3 or omissions within the scope of their 
employment. The ^econd statute authorizes the State Board 
of Public Works t^ grant funds for the payment of a settle- 
ment or judgment rendered against a State officer or employee 
The Board of Public Works* power to grant indehvnif ication 
is discretionary and.; although it cannot act in an arbitrary 
discriminatorY\ manner -in disposing of an application, the 
statute provides that the Board's determination is final, 
i.e. not appealal;>le to a court of law. 




Automobile Liability Insurance ProTtection 



Faculty members driving Stdte cars are covered by a 
State liability policy- in the aitJpunt of $100,000 per person/ 
$300,000 per accident, T^he State policy dqes not cover- 1 
medical payments arising but of an accident but just' covers 
the amount for which a State emplvoyee* might be sued. 

The state policy does \cover State employees driving 
J _ their own cars while. carrying out their duties as State < 

employees. In this instance, the State policy only applies 
to the extent that the liability of the employee is in 
excess of the insurance carried by the employee himself. 
Thus, "if the limits of liability -of the employee's owp 
.insurance policy are less than the limits of the State's 
^ policy, the' employee is still covered to tjie limits of the 
State policy. » - . ' 

No^e ; State regulations Drohibit|..the use of State 
cars by non-state employees ^ Student^^employed by the 
College as drivers are permitted to dr-dve vehicles after 
X obtaining clearance from the Security Department . Faculty 

members are urged not to allow students to *drive Ngtate 
cars checked out by the faculty member unless this* student 
y wa<s hired as a driver and cleared through Security, Failure 

^ to abide by these regulations may resultTTLn the loss of 

Liability Insurance Coverage for the faculty member. 



M. Insurance Coverage for Personal Property in 

College Buildings / ,■ \ ' ^ 

Under unusual and extenuating circumstances the 
State may reimburse employees for loss of their personal 
property up to $500.. Such circvmistances include a faculty 
member who finds it necessary to have personally owned 
technical equipment or books in his office or laboratory. 
However, any insurance protection over $500 would hav^ 
to come from the employees' own insurance. 



N. Draft Information • 

Faculty or administrative staff members desiring 
information for their children or themselves relative 
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to Selective Service should- consult the Assistant td the • 
President . • ' " 

>■ ' ,'■ .. • X ' ' 

0. Employee-Fainilv Tuition Waiver 

Full-time employees' of the College as well" as spouses 
and children of faculty members and staff menOsers may avail 
themselves of a tuition waiver on a space-availabl^t basis. 
The waiver applies to tuition onXy for. spouses and chixds^n^ 
For employees, the waiver applies to tuition arid all feesX ^ 
except the student union fee. Availability of space 
is governed by limitations on class size or classroom 
-capacity' established by department heads and the Office 
of the Registrar. • ' - ' . 

p. Off-Campus Professional Bxiployment^ , 

'Faculty members of the . State colleges are encouraged ' 
to accept occasional requests tp participate in short^ternj 
professional activities within outside the. State, such . 

as lecturing to professional and technical groups, direqtmg 
wotksTiops for county and city school organizat4.ons, and 
rendering services of a consultative nature to ^professional 
and technical organizationB-. - _ , . 

k6ulty,members of the Stat« colleges are permitted 
to teach an occasional course at a neighboring college 
or uhi^)ersit-y. The .term 'loccasional, " as' used herein, .is 
intended to mean courses taught not on a regularly reculrring 
basis and rot under a year-to-year contract. ^ • ^ 

Faculty membera are allowed to receive renumeration 
for services of the type mentioned above when proffered 
by the organization served.^ In cases where a faculty - 
member is to be. employed or paid for' any purpose by another ^ 
State agenby, a specific approval procedure is required^ 
by the State before any such^ payment can be made. Questions 
concerning this procedure should be directed to the Personnel 
Office. ' " • 

Before'^ accepting obligations of the type referred to 
above, the faculty member shall secure the approval of his 
department head and the Dean of the College and the xvri^tten 
consent of the President. ♦ ' ^ 
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. • /n-^giViAg, consideratiort to any type of ' extra-campus 
; activity, -each faculty member is expected to give prime 
attention 'and the major part of, his energies to his post 
as a faculty member ahd to those activities whi<^ will 
best enable him to fulfill' that responsibility most 
effectively. This will include his clas^sroom- Imstruction 
.and preparation, studen$ Advising, committee- work, and . 
designated participation in administrative ina;tters. He" 
should accept outside responsibilities, dither, for 
• cortimunity participation, and leadership or-, for r,emunefation 
only when, in his judgment, they increase ; rather than 
decrease his effectiveness as c> faculty member? he should 
weigh carefully the, relative merits of/^sonal financial 
gain as contrasted wi1:li opportunities/f or community 
participation anc^for leadership. ^ '• 

Outside obiigaiions whic-tf would in any way Conflict 
with College responsibili^ties, or lead to> unavailability 
for College activities,- or .bring criticism upon, the member 
of the College must be avoided, in evaluatilng requests 

engage viln off -campus aptivites of 
the type mentioned above, fthe. following criterion will be' 
used by administrative officers: - 

• The work which the faculty raeitiber I . ' . 
. pr^jposed . to undertake should be o'f such *" 
nature as to: " (a) ' erthance his professional*, 
competence or status, (b) "provide professional 
s^rvicei in line with the faculty member's'" ' , . " 
field of specialization, and (c) serve the 
public reljitions and community seirvice, . , 
objectives of the institution. ' . • .° ' 

" Advising Cari t pl&s Orcranizations • 

All student organizations are required to have faculty 
advisers. In all but a few instances the organizations 
chdose their own advisers. Ideally an adviser > will sustain 
an interest in the ^roup and pro.-t^id^appropriate leadership." 
An adviser may %e asked to sign a vaijii^ty of forms, including 
bills to be paid,- contracts made by Jfhe organization; 
requests for a date on the calendary requests for the usfe " 
of a College car . At least one adviser is expected to attend 
the meetings of an organization other than committee meetings 



# * • 

^ COLLEGE SERVICES ' 

^ ■ ' ^ - * ■ 

, f * - • , 

A. Scheduling 6t Events 

The use of building space other tha^ for ' regularly 
scheduled classes is scheduled- in the Office of the 
Director of-r the College Center. ^ Responsibility for 
scheduling events and for resolving s^cheduiing conflicts _ 
rests with the Director of the College ..Center . 

All scheduling of building areas fbr classes should 
be made thrbugh the Office of the Registrar. 

A complete'^aist of each department's activities to 
^be scheduled and published on the College Calendar of 
Events shouia be submitted each semester 'by the "master 
scheduling" time as announced by the College Center Office* 
A list, as complete as possible", of activities not published 
•in the -Calendar of Events should also "be submitted . If 
an event in this second category is not , confirmed two weeks 
prior to the events the da€e will be considered open for ^ 
booking. Activities planned for more than a semester in 
advance must be approved for sclleduling to insure_ase of 
the space in question. ' ' , 

Since some ar^as will be used- for both academic and 
non-academic purpose? (exi' gymnasiums. Art Gallery, etc.) , ' 
departments using such .areas should submit . a list of ■ 
priorities for use of such areas for non-academic purposes. 
In s6 doing, departments should keep in mind the need for 
max:^un|, utilization of space by ai total cdllege community. 

Persons scheduling events needing food and refreshment 
services should contact the CoordiriatQr o£ Special Events 
after a room hae- been scheduled. Persons needing audioi- 
visual services '?hou Id contact the department of Communication 
- Media after a rooni has b^ en schedufled. ' 

. Scheduled events are* not permitted in campus buildings . 
^fter llrOO p.m. with the exG^^^^on of the College Center, 
On Friday and Saturday nights; /£he Lana Center is open 
until 1:00 a.m. Meetings of organizations axe to be 
confined to the areas scheduled. Other rooms are not to 
be used. ' ' 
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In order that events do not conflict, the scheduling 
"of all activities is at the discretion of t;he Director of 
the College Center. The Reservations Office must be/* 
consulted before an event is plained. 

Use, of College facilities for the purpose of soliciting 
political party^c membership or supporting political candidates 
or propositions by groups other %han student political 
clubs should receive prior .approval by the President's 
Office.^ " 

^* A ■ 

'--'^ ' " ' • ' 

B . Atlileti^c Activities ' \ 

The Department of Health and Physical' Education 
conducts a v,aried program of intramural and intercollegiate 
sports for students. Faculty members are invited to 
participate in the' intramural program and attend inter- 
collegiate sports events. For family season tickets, the 
individual faculty member should call tJhe secretary in the 
of.f ice of the Department of Health a^id Phys!Lcal Education. 
■ , • > " 

If faculty members wish to be assigned a locker ^in 
the dressing room areas, they should make this request at 
the department office in Compton Gymnasium. 

Special faculty recreation periods will be Slnnounced 
through memos in ^mailboxes or signs in the vicinity of the 
mailrooml ^ - 



Counseling Center and Health Service 

The Counseling Center, located in Gunter Hall, first"" 
floor, offers a variety of services to students and other ^ 
members of the college community. The director of- the « 
Counseling Center also serves as director for Health 
Services on campus, which is located in the Brady Health 
Center . l , 

' ■ . « V . • . 

1, Counseling * 

, Individual and group counseling services 
are available to persons experiencing personal, 
social, vocational .and/or ^ciucational problems. 
All counseling interviews are private and 



confidential "and in no way relate to a 
student's college standing or. records. 

Testing 

9 ' 



, ^Idividual or group administered 
interest, personality, and intelligence 
testing is available". The test results 
are interpreted directly to the student v 
by the counselor. . • . * 

Career Library ; ^ \ - 

' - 

The CouriseLing Center maintains a 
Career Library for the convenience of all 
members of the college "community . The 
library contains the followingf types of 
infonnation: - 

a. The Career- Index - The Career Index 
contains catalogued information such 
as job descriptions, salary scales, ^ 
training needed, and general • require- ' 
ments for approximately 600 occupations. 

b. College Catal'Ogues - This section of ^ . 
the library' contains apprdximately 

» 150D shelved graduate, undergraduate, 
and summer* school catalogues, as well 
as microfiche copies. ^ 

■v^ - • : ' • . :, ; 

c. Directories - This section of the library 
consists* of two. types of resource directories 

1. ScHool Directories list and describe 
undergraduate and graduate col-leges 
and universities, two-year colleges,, 
and trade and vocational schools.. 

^ \ •. - • ^ 

2. Program Directories and books include 
specific a^d more elaborate information 
on careers ^d specialized areas o£ 

^ study ? i .e., ^aw, Cpriservation, 

Business, Psychology, Medicine, etc., 

. together With ax\^ indication of schools, 
which of fer thes4 programs', s . \ ^ 



d. Two additional areas b^ing developed \ " 

include career materials of specific 
^ interest to^women and minorities. 

It is not necessary to make an appointment to use ^ 
the library although. assistance is available to anyone- 
who requests it. ' ' ^ . 

4. Study Skills Laboratory 

Self-help, programmed learning materials 
* designed to teach students .basic skills such as 
. < . better methods of study, note-taking, effective 
'listening and 4ise of college time are available 
in the Study Skills Lab. Tests designed to 
measure study habits and attitudes are also • 
available. Limited self-help ittatierial^ in the 
area of i^emedial math,, spelling, etc., are 
available. Students desirous of using the 
laboratory are encouraged to meet with a counseior 
/ who will assist in choosing Materials and arranging" 

a self-help program. ■ . 

5. Inservice Training' and R'esearch ' 

The Counseling Center attempts to disseminate 
information to the college community concerning 
general student problems and to conduct' resear.ch 
on "these problems. These projects include sltell 
group discussions and research With residence ' 
hali personnel, academic departinents and student 
groups . 

< *'' ?• ■ ■ ' - ■ '■ — ' . ' 

Appointments may be made in person with the receptionist 
in Gunter Hall or by telephone- at 689-4234 Mo|iday through 
Friday from 8:3^0 a.m. - 4:30 p.m. Anyone having questions 
or wishing to use the Counseling Center is invited to stop/' 
in at any timie . 



D. Cultural Activities • 

'A number of opportunities -exist for faculty members 
and their families to participate in the cultural life 
o^ the College community. Most of th© events throughout 



the year are free of charge. All faculty and staff and 
their fainili.es are encouraged to attend functioi\s of a 
{Cultural nature, not only for the ii* own enjoyment but. as 
|an expression of support for the College's cultural* 
activities. 1 

- The Music Department presents ^programs by the Choral 
Union, Concert Choir ,vCollegium>I4aj5icum, *the Concert and 
Marching Bands, the Jazz Ensemble, several other ei^sembles, 
and the Orchestra. Faculty members are also invited to 
the many student and faculty recitals throughout the year^ 

The Speech and Theatre Department presents annually 
productions by Dramatis per sonae, Roiindabo.ut Qhildrens 
Theatre^, and student directed one-act plays. 

Artiest Series encompasses a variety cJf cultural pro- 
grams, including 'performing events amd distinguished lectures 

• The Art Department presents each year a s.eries of. 
art exhibits irv the Art Gallery. ^ * ' ; 

Faculty members are invited to the foreign and 
domestic films throughout the year. 

Numerous departmental lectures will be announced , 
during the year. ■ 



E. Data Processing Servic 

The State colleges liaintain a UNIVAC 1006 computer 
system with the central facility located at Towson State 
College, and with input -6utput and print-out equipment, 
along with key-punch machines, located on the campuses 
served by the -system. 

: The computer is available for .classroom or faculty 
research. Information on the use of the computer may be 
obtained from the Vice President for Business and Financial 
Affairs, who also serVes as the Coordinator of Data 
Processing. * . /> • 
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F. Duplicating Service 

Duplicating services are available to the faculty 
in the basement of Lowndes Hall, 'in the Library, and . in 
several departments which have spirit process equipment . 

The Lowndes'"^Hall service includes offset, photo- 
copying, mimeograph and spirit process machines, as well 
^ as collating and stapling. The hours of/ the operation . 
are from 7 :00. a .m. to 10:15 p.m. Monday through Friday • 

' J ' \ ' ' • •• - . 

The Library mainiains a coin operated xerox copier 
and when such servicers not available in Lowndes Hall, 
it will be rendered to faculty members by the library at 
no cost. The Director of Libraries, as well as theN 
operator i,n Lowndes Hall, will be obliged to limit xeroxing 
to jobs which do not violatf copyright laws and whiclr can- 
not b'e performed morp effectively with the use of other 
duplicating equipment. 

Sufficient notice should-be provided to assute timely 
. completion' of. work, and it is assumed that masters will be 
typed by secretarial 'staff or student help assigned to*, the 
departments. No typing services are providec|?by the 
duplicating services staff. ^ 

Questions regarding duplicating services should be 
addressed to the Assistant to the Director of Business 
and Financial Affairs. 

Preparation and duplication of quizzes and examinations 
inu^'t be accomplished, of course, 'with adequate protection 
ahd* security . * The duplicating services sta^f will assume*^ 
that^the faculty member responsible for the preparation of 
such materials will provide appropriate security for those 
materials before and after they are in- the hands of the 
staff ^ Faculty merabers wishing to provide greater security' 
than their own of fices, afford may arrange through the^ 
Business Office to store materials in the Business Office 
vault. . 
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vin order ,to protect College personnel from poss-ible 
infringement of the copyright laws, as amplified by court 
.decisions, .the Collie places ce/tain limitations upon 
reproduction of copyrighlled materials. I 

with respect to the duplication facility in Lowndes 
Hall the following policy is in effect: 

1. Rkqiix^e^ts. for dtif^lication (which includes 

photocopying, mimeogrdphing, or any other 
form of reproduction) of whole, or- 
substahtial portions of, issues of - 
periodicals or books bearing current ^ 
copyrights will not be honpred by the 
duplicating facility. 

^ . ' , ' ' . ■ ■ • 

2. Only a single copy of a journal or 

; periodical article v#iich bears ^ current V 

copyright will be honored by the duplicat- 
ing facility. . If, however, duplication of 
an article is requested for placement on 
"Reserve" in the Collegie Library, two or 
••^ three copies may be reproduced, depending - 
upon the. size of the class. 

3. The. use* of such duplicated materials must 
be for the purpose of study, research, 
scholarship, and not for sale or further 
distribution, . 

With respect to the self-operarting photocopying 
machines available for use in the College Library, users 
are advised by a posted notice that it is in their legal 
interest to comply with the copyright policy, delineated" 

above . ^ ^ — ^ 



H. Emergencies 

Th6 College has security personnejL on duty 24 hou^rs 
a day. The security offic/e is located in the Maintenance 
Building. The security off icer should be contacted at 
689-4222 in case of emefgdpcy. 
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I . Hospital and Medical Services ^ , 

Hospitals serving the Fros^burg area are Frostburg 
Community Hospital in- Ftostburg", Memorial Hospital and 
Sacred Heart Hospital in Cumberland. - 

Faetrity memb.ers requiring emergency services may be 
treated at the College infirmary. 



J . Legal Questions ' e 

Any questions, concerns, ^or problems of a legal 
nature arising from or connected with an employee's 
official duties should be directed to the Assistant to ^ 
the President, who will, if the situation warrants, conr 
sult with the Assistant * Attorney General on the matter. 
It is important that all matters of any legal .consequence 
be reviewed and examined, while the facts are still malleable 



K. Housing • . > ■ " . 

The College provides no faculty housing, but privately 
o\vned homes ^nd apartment bi^ildings offer a diversity of ^ 
housing opport^nities . ^ . 

Information concerning rooms, apartments, and homes 
for rent or purchase in Frostburg and ' vicinity is provided 
for the faculty by the Administrative Aide to the PUssident, 
Mrs . Hughes . 



Communication Media Department (Instructional Services) 

The Department af Communication Media provides the ' ^ 
College with a wide Tange of instructional services and 
equipment which are designated to increase the effectiveness 
of the instructional program. The Department is located 
in the north wing' of PUllen School/ Extension 4353., ^The 
following- services are prov^ided free of /charge for use in 
,ther instructional program.- / ^ 
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Equipment 



The College has a wide variety of 
equipment' available tp faculty and staff. 
These inclu4e Smiti and 16Tnr& motion picture 
projectors^ slide, overhead and opaque 
projectors, tai>e recorders and video tape 
equipment and the nei^ssary software for ^ 
operation. Faculty members should always 
check with their own deparlynent first on 
the availability of these items, as much 
of the ecjuipment is assigned permanently 

•the various departments in an'effort 
io have equipment readily accessible at 
111 times o If the equipment is not avail— | 
ablQ, the .Communication Media Department 
;111 supply items ,on short-term loan* . The 
secretary should be called in advance in 
order to assure reservations. The Depart- 
ment will then deliver and pick _up the . 
equipment. 

Filift Rental / 

All film rentals are made through the 
Department, which m'aintains an up-to-date 
listing of films. Faculty^eskririg to use 

films* should make an effort" to have them 

^ - ■ • . - 

ordered and confirmed at least two months in 
advance of the usage date^ Questions ^. ' 
concerning film rentals and orders should 
be directed to the secretary. 

i* r • • '' 

Production^ Service 

■ s . 

Jlhe production service of the Communication 
Media Department is designed to assist the 
)^culty 'and staff with their, individual needs. 
The production specialist should be contacted 
to assist in the planning and utilization . 
of this service. The Department maintains 
a-fulL line of services includihg photographic, 
audio dubbing, mounting and reproduction,- 
as well as other specialized services which 
are provided on request. ^ e 
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4 , Consultation 



Faculty and staff 'are welcome to con- 
sult with the Director of Instructional 
Services for any specialized needs, such \ 
as planning a new prpgrant requiring audio — 
visual services. in addition, the Department 
will assist interested parties on equipn^ent 
usage and planning for the most effective 
V ^ utilization of various media.^ ^ 

M. Library Services \ ' 

The Library at Frdstburg State College is the only 
large academic library' in Western Maj^land. The Director 
encourages citizens and coiranuhity groups to take advantage 
of. its resources. The College Library strives to support - 
the philosophy and objectives of ' the College and collects 
material for the consultation and research necessary in 
the curriculum set 'forth by the departments of the College. 
Each faculty mdmber has the important resippnsibility 
to work with the head of his department or departmental 
Librar 5^ Committee representative to get essential books 
and periodicals necessary for. teaching his courses prior 
to offering such courses . *s \ 

. Faculty, students and college stafif are invited to 
discuss with the Director and his staff ways in which 
the library can provide*bhe maximum servjice to the College' 
community. The public service staff is willing to help 
• faculty <^ith reference' and research problems. Students 
should be encouraged to-' ask for help when^hey need it. 
Arrangements can be made to have a library staff member 
talk with classes about use of library materials in 
general or in connection with special problems. . - 

Faculty and student participation inusing the library 
display cases and bulletin ^i^O^rds is invited. Arrangements 
should be made with the sectetary^ in the library. 

' ' ' " ■ V - " 

1^ Selection of Library Materials ; 

' * . • ' » 
Approval or rejection of all requests 
for materials to'^be added to the library 



collections is the responsibility of the 
Director of Libraries. Library materials 
are suggesteci. by faculty, lil?rary staff, 
and patrons.. Subject niatter fields are 
usually the responsibility of the faculty ^ 
specialists while requests for reference 
and general materials /usually originate with 
the library. A we^-l rounded collection is 
the result of "^cooperative effort. A number 
of selection aids ard available in the library 
and the staff will be ^helpful when requested. 
Faculty raeinbers should become familiar with 
the library collection by visiting the 
library, looking oANa^ i^e i^helves , and . 
checking their own requests: in the card 
catalog. . 

Th^ li^raryhas a collecti<^ of faculty 
publications an/d welcomes copies of reprints 
or original pub^lications for this collection. 
If no copies are available, a list of 
publications by the faculty membef should 
be handed to the - secretary in the library. 

Gifts within the scope of the libra^^ 
collection are most welcome. The Director 
and his staff will be happy to cooperate . 
in preserving and servicing materials related 
to the college, its program ;aind its organizations 
Additions to the special collect^ion of local 
community materials are also encouraged. 

• 

"^Ordering Library Materials 

Suggestions for purchase. of books must 
-be made on special cards provided by the 
library. The authA:*s name (last, name first) 
and the book tijfe^^e, should be^ filled in on a 
typewriter xjr legibly by hcmd. Films may be 
rJeguested on book card forms: title, color or 
blaGk/whit'e, and source should be indicated. 
The^e cards are' used as work cards, and care 
by the faculty member in filling them out 
will expedite handling. If publisher, date, 
edition 8^nd price are known this .information ^ 



should also be given in the proper spaces.* 
The faculty member or Separtment originating 
the request should sign - ''requested by" line. 
The facul^ty member whose signature is on 
the card will be notified via a pink multiple 
or,der form when the material is ready for use. 

Motioij picture films for purchase must 
be previewed by fehe Director of Instructional 
Services. If films are projected for frequent 
use and ar^e considered worthy of Jjurqhase for, 
S the Library collection, they should be ^ ^ 
requisitioned on forms provided by the Director 
of Instructional Services. All films purchased 
for the campus must be purchased through the 
library where proper storage and cleaning 
facilities are ayailable. 

Holdijigs for periodicals in the library | 
are listed in a^ speycial card catalog. Faculty 
"are encouraged to inspect library holdings 
jas well as titled currently .received and to 
submit suggestions on special forms providfed 
by ^the library. Only one title should .iDe 
listed on each form. Within .budget limitations, 
the library attempts to bind, or obtain in 
microform, periodical titles indexed in 
periodical- indexes . 

Checking olf suggestipns for library 
purchase by the originator of the request 
is an excellent way of learning what the 
libri^y has, and elimination of titles 
already in -^he collection will greatly 
speed the acquisitions .of new titles. 

■\ 

Books Ordered for Use in Department or Faculty 
Offices 

'Requests for dictionaries, handbooks, 
and similar ready reference , books needed in 
faculi^y offices are to be sent by the Business 
Office to the Director of Libraries for 
purchase, processing ancl charging out -to the 
proper department. , 
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The ^request for such purchase will hi 
, treated as "Rush", and processed as soqji as 

possible. . If there is" a copy of the requested 
« title on the campus, the departinei>fe. making 
'the request will^be asked to help decide if 
an additional copy is necessary* The cost 
of such purchases will be taken from 
departmental equipment funds in the business 
igffice. / . ^ \y ' ' 



^ ^ ^ The aim of the above procedure^ is to 

. provide a control . of book purchases 'made 
with college money. It is not planned to 
, transfer library books to departmental ' 
•offices. ' In- most- cases these , "office books" 

C would be duplicate copies of library holdings 
and would be necessary for quick, ready- ^ 
reference in the office. Inventory of such 
purchases would be under library control. 

""4. Use of Library Materials 

. ; The library staff will appreciate the 

faculty vising ihe library ^during the hours 
the lifcrary^ is open. ' Books may be dropped 
through book c^rop by front ^door when library 
is closed r c • * 

^ ^Cards for m<pst materials cataloged and v 

_ on order are listed in thie *card catalbg. 
(Books on order are* filed'by titl^ only.) 
'0 Some materials such as pictures, pamphlets, * 
clippings, posters, itiaps,^ etc. are not ' 
recorded in the card catalog. It' is best , 
to consult library staff for this material. 
Most government docximents and curriculum 
jnaterials ar«e listed in special files in ^ - 
those departments.* 

Library materials may be consulted in 
^ the library and if borrowed for \ise outside 
of the library are machine charged. Faculty 
may borrow any num^^ar of regular t>ooks, by 
presenting the library ident;Lficat ion card 
(issued by the ^.ibrary) ailorig with the book \ 
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at the circulation desk; J Faculty and 
students ax:e cai^tioned atoput . lending 
their cards to other individuals since 
all material checked out/to a card is 
"the responsibility of th;e owner of that 
card. No patron of the /lil?rary should 
lend materials charged pn his card to ' 
others without first c:^earing the 
library records. Peri/)dxcals^ magas^ines 
and reference books must be available jLn 
t:he library while it is open to the public 
These materials may generally not be 
borrov^ed for use outside th^ library • 

Some material^ /including filmsy 
not gowned by the cdilege -library, and 
not .to be purchased/ may b'=^ borrowed 
through ,xntei?libr^a% loan. In' general,, 
material in print i^g purchased rather 
than, borrowed . The^ Interlibrary Loan ' - 
Librarian Jh^^ special- fprms^to fill out 
for 'Infter-libfary loan. The user is 
expected, to pay ,any charges incurred in ^ 
this type of borroWijig if ^use is of a 
personal^ nature • ^ 

' Films and aids rented^ sent free oir ^ 
sold fo^ a nominal charge by non-^library 
^agencies shoul^^ be obtained th:^ough the 
'Director of Instructional Services. Audio 
visual aids in the College LibrSiry may be 
used by facui^. Library:^ iqachines are 
restricted tb ^use in library • \ ^ 

Library recordings may be bortov^ed 
by faculty for class or home use for short* 
-periods ^ Special care must be observed 
to 'handle recordings carefully and to use 
them only on proper machines, ^Students . 
may borrow recordings without ^faculty 
permission*" when they ^are student teaching; 
all other. times, faculty permission is 
required . 
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Visual aids jnay be borrowed by students 
who make special arrangenvents . Faculty 
*menibers and students wishing to preview 
films wh^h the library owns should make 
arrangements in advance with the Reference 
Staff The librau-y needs notice 24 hours 
in advance when fi2!ml| are to' be borrowed for 
use /outside the library. 

All library materials borrowed by 
faculty will be stamped in the usual banner 
with the date due machine ; however, books 
may normally be kept until the end of the 
semester without incurring fines. The library 
reserves the right to recall material desired 
by someone else after a three-week loan 
period has expired,. Faculty members will be 
notified of tSie books charged to them as of 
a particular /date. If the list is correct, 
sign the sheet • and return it promptly. • If 
there are discrepj^ncies on the lifc^ it *will 
be^ necessary to check, with the odTrgulat ion ' 
desk -to correct them, AH bthfer material 
must be returned to the library when due. 
If items are not renewed by the following 
mid-semester, a bi^l wiirbe^eint to the 
Business* Of f ice covering the price of the 
item plus a^service charge of $3.00 per 
Item. If the item i^ returned, only the . 
service charge will be made* The summer 
session is considered the same as a semester. 
Faculty members not on campus during the 
summer will need to renew or return in *" 
September books charged to thean for th^ 
^summer. Faculty members are expected to 
pay for any books checked out to them and 
lost. If lost book money has been dSSpo sited ^ 
in the Business Off ice, ; it is impossible to 
make a refund if the, lost book is returned. 

Faculty family members are expected to 
conform to ,regv?lations set down for • students . 
and gene^ral public patrons. 

<j / * ■ . . ■ ■ 

• * 

69 ^ 

♦ 

62 .■ ■ 



Reserve Materials 

Faculty members may request that 
materials be placed, on." reserve near the 
circulation desk. The purpose of placirig ' 
material on reserve is fa restrict circula- 
tion so' that many students have a chance. to 
read specific assignments* or to use material 
for reference. In most cases if students > 
must r ead the whole book, it should be left 
in general circulation . - 9 

Faculty should anticipate need and 
when necessari^jrequest that mdre than ;One 
copy be obtained for reserve. I Personal' 
cofjies of reserve books may be^ used/ but 
perhaps addi,tional .copies shoiild be suggested 
for library purchase. /- ' ■« ' 

Reserve material is arra'nged on shelves, 
alphabeitized b y name of instructor and " sub- 
alphafae tized "By author entry^ ^ It is helpful' 
if students ar^ instructed ,to"-^sk for reserve 
material by t;heV entry used /in the library, 
records . ' ' , j . ' 

Spfedial forms to list^ material ' for 
reserv~e must be used and^4hese, are obtained 
at the. r^esej^^e desk. Lists must be handed 
to the library two davs/before an assignment 
is made in the book . 'Che lists should be 
typed because^th'ey are/kept in a "notebook " 
filed alphaiaetically bjr instructor's name to 
be consulted, by studei^'ts and library staff.' 
Failure to observe these rules may cause 
delay and confusion. Faculty members should 
riot make changes in the reserve records once 
they are filed in the book; library staff . ' 
should be notified in writing two days prior 
to the need of these cliangesl * 
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The four-types of^reserve^periods are.: 

1- Restricted -Reserve (identified by 
black tape on the card) may be 
borrowed for two hours;. Restricted 
reserve books may be checked out 
for home use before the library 
closes each evening and are due 
back the following morning/ 

2 . One-day Reserve (identified by . 
yellow tape on thecard) may be 
checked out for home use any time 
and are due back before the library. 

* closes, the following day, • , 

3. Three-.day Reserve (identified by 
white tape on the card) may be 
checked out for home use any time 
and are due back before the library 
closes on the third day after the 

t day of check out. 

4. = Onre--week J^eserve (identified by 

orange tape on the card) may be 
checked out 'any time and are due 
back before the library closes on 
the seventh day af t^ 'the * day of 
check out. one-week' reserVe is 
usually used fpr graduate courses ' 
or classes meeting only once weekly^.. 

Periodicals and reference books on reserve 
generally may, not be borrowed for overnight. 
Additional copies are loaned on a more liberal 
basis depending upon ±h'e use of the^ book dt a 
particular time.' Special reserve loan periods 
are possible if the faculty member makes arrange 
ments in .advance of need. , • 

. ■ . " ft 

^ An effort will be made bp notify faculty 
when reserve Hooks are nof being Used. Checking 
names on a reserve book card for use- is not 
recommiended as these -cards are replaced from 
time to time arid students' do not always- sign the 
card when "the book is used. ' - , ' . - . 



Further information about thedibrary 
is printed in a special handbook available in 
the library. 



N. Maintenance Services 

„ Work orders for repairs or minor construction may be 
obtained from department heads and are' sent to the office 
of the .Physical Plant Supervisor. ' 

D. Parking * ' . 

Limited' on-campus parking- facilities are provided for 
College employees. Parking lot assignments are made when 
the vehicles are registered at the Seciirity- office, 'vehicle 
registration is required annually, currently for a^fee of ' 
- $1.00, during th« first week of each fall semester. 

Permits for visitors to the campus are available 
upon request at the Security Office. The speed limit on 
campus roads is 15 rtiiles per hour. Pedestrians have the 
if-ight-of-way. at all cross walks. 

' ■ ■ ^ ■ • . 

Parking violations may be appealed to the Motor 
Vehicle Appeals Committee. Policy matters, including 
j proposed modifications, are corisidered by the Parking 
; Policy Committee. Both cbifimittees include student, faculty, 
atid administrator representatives. . For additional Unforma-' 
tion, please refer to your copy" of the Motor Vehicle .Regula- 
tions issued annually when your vehicle is registered. The 
Security Office should be contacted for further clarification 
of items in question. 



P.' Placement Service . 

The Placement and- Career Development Office is located 
in Giuiter Hall (phone 4301) . Servic^es provided include 
credential planning.*jutid processing, interview skills 
sessions, recruiting coordination and groups as well as 
individual assistance in career decision making. These 
service/ are open to altimni, graduate students, and faculty 
as well as the undergtaduates . 



Q*' Postal Services - . 

Mail is delivered and picked mp twice daily at the 
various departments on campus and packages are distributed 
by the Central ,Receiv\ing Department • Faculty members whd 
use the College as^their personal' mailing address should , 
realize that there is no service on Saturday,^ Sunday and 
State holidays. 

^ Outgoing parcel post facilities are also' available 
at the mail room in Lowndes Hall. In addition, postage 
stamps for personal' mail -may be purchased in the mall room. 

Campus rail: Mail destined for offices on the campus 
should be sent on inter-off ice communication forms and in 
"Ititer-of f ice. mail^" envelopes « These envelopes are avail- 
able in departmental offices or at the mail room in Lowndes 
Hall. - • 

/ * . > . ' * . 

Bulk Mail: Certain types of mailings qualify for the 
use of the College's bulk mail permit. Siach mailings must 
be handled according to the bulk mail regulations. Informa- 
tion concerning the bulk mail permit is .contained in the ♦ 
Appendix.- ' 



R. Secretarial and Student Assis tants 

■ 7 

All departments have assigned secretaries, and certain 
departments have undergraduate assistants. Questions 
concerning assigned secretaries should be directed to 
the Assistant to the Director of Business and Financial 
Affairs. All questions concerning the use- of /undergraduate ' 
assistants should be referred to tWe department head.'* 

A special source- of student assistants is the College^ 
Work-Study^rogram, which was^ established under Title I, 
Part C, of the*Economic Opportunity Act of 1964. The 
pu^ose of this program is to provide additional part-time 
jobs for students, particurarly those from low- income families 
who need the earnings to pay for College expenses, j 

The work-study program is coordinated by the Director 
of«Financial Aids and Student Employment whose office is 
located in Gunter Hall. All requests for student workers 



may be submitted • through the departm'ent heao} to this 
office. If applicants and funds are available, stud^n;ts . ' ^• 
will be referred to the faculty for an employment inter- JP^^ 



S . Studenc Activities . ■ ' 

Various student activities are" listed in the Weekly 
Calendar of Events. Information concerning various student 
organizations is contained in the student handbook. The 
Pathfinder. Copies of this book are avail^le in the 
,Dean of Students' Office. 



T. Telephone Calls . 

The College telephone system permits direct dialing 
for interoffice calls as well as for direct dialing of, 
of f-cami3us numbers. Personal long distance "calls should 
be handled by having them billed to your home telephone. 

A College directory listing on-campus and off-campus 
numbers of all academic and non-academic personnel is 
distributed as soon as possible after the beginning of the 
academic year.; 4 - • 



U. Tgstincr , ' 

* ■ * 

Tiie College provides two special testing prq^rams 

d^es^igned to help the student and his adviser evaluate 

his progress through his acadetnic career, 

. ■ • . ♦ 

The Freshman Testing Program requires that all •■ 
matriculated students submit results of the Scholastic 
Aptitude Test (SAT). The results of these' tests are 
available to the faculty adviser with local and national 
^ percentile ranks. 

During the next to the laatt: academic month of the 
senior year, ^ senior testing program is provided to those 
students who wish to take the examinations or to student 
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majors in these departments which require examinations. 
Both the aptitude test of the Undergraduate Record 
Examination and the Commons Examination of the Nationa^l 
Teachers Examination are available to interested students. 
The results of , these test-s are available to assist the 
student and his adviser in planning for graduate studies 
or professional pla'cemient, and they may also be -helpful 
for departments to evaluate their major programs. 

V. Textbooks 

• * * * " ■ 

The College bookstore is located in the College 
Center. Recjuests for textbooks should be^placed through 
the department head on forms provided. Faculty members 
request desk copies directly from the publisher. 



W . Travel 

Under the budget, each department receives cin allocation 
for travel : -Distribu't ion of the funds to departmental'^ member a 
is handled by the department head. v 

Travel within the State: When travel within the State 
is contemplated, it is necessary for the faculty member to 
submit an estimate of expenditures in time to arrive at 
the Business Office (Accounts Payable) five (5) days prior 
to the* 'scheduled* trip, through his department head. The 
fomn for such a request is entitled ^'Individual Request for 
In-State Travel." It is available at departmental offices 
or in the Accounts Payable Office. Meetings of a routine 
nature (not conventions or conferences) in Washington, D.C. 
are considered in-state travel. , 

Out-of-state, travel: When out-^Qf -state travel is 
contemplated, it is necessary for the faculty member to 
submit an estimate of expenditiures in the request for ^ » 
out-of-state travel. The amount requested in this estimate 
is the maximum amount that Will- be reiirfloursed if the request 
is app2;oved. This application must be filed fifteen (15) 
days in advance of the trip in order that necessary prior y 
approval can be obtained from the ExecutijVe Director of the 
Board of Trustees. The request should be siibmitted on the 
form entitled "Individual Request for Out-bf-State Travel" 
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through the departmeixthead to the Business Office (Acc<!iants . 
Payable). Forms are avkilable in departmental offices or 
in the Accounts Payable Office. , . 

, , Reiitibuf^ement for travel": When travel at institutional 
expense has been approved, application for reiitibur semen t 
should be made on the form "Expense Account." Itemized 
receipt^or registration fees, hotel or motel accommodations 
and a copy of the ticket for.' air, rail, or bus travel must 
fee attached to this expense account. Credit card charge 
slips or receipts from travel* agencies will not be accepted. 
The reimbursable rates for meals (including taxes and tips) 
ar§ : • . . ^ . . . 

Breakfast $2.00 ' ' . 

* Lunch $2.50. 

Dinner $7.50 • 

'The cost of breakfast is reimbursable when an employee must 
leave home in travel . status on official business two hours 
or more prior to the beginning time of his place of J5usiness- 
8:30 a.m. Th^ cost of dinner is reimbursable when an^'X . 
employee cannot get' home within two hours after the riorm^l 
closing time cf his place of business. No employee shall 
be reimbursed for the cost of lunch on a one-day tftij. The 
form should be submitted to the Accounts Payable Of f ice as 
soon as possible after the trip is complete. 

^The^College maintains a fleet of automobiles and 
station wag^ixs which are available for administrators, 
faculty members> and organized student groups (providing 
'a faculty member accompanies such group) . These vehicles 
should be used whenever such use will represent an economy. 
Please refer to the published regulations concerning the 
use of such .vehicles. 

■ « 

* • * * * * - ' ^ 

\- Reimbursement for use of a. private automobile when no ' 
College vehicle is available will be made at a rate of 
12<: per mile. A request for a College vehicle must be 
made before the 12* per mile rate is reiniburaed. If an 
employee woulS^refer not to. use a State .vehicle even 
though one is available, reimbursement will be made at a 
rate 'of 6<: per mile. \ 



\ 

\ 



students ^vJjho are^ employed by the College as drivers 
are permitted to drive State vehicles provided that 
clearance is c5btained from the Security Office prior to 
the trip being made. ^ Use of a College vehicle requires 
a valid Maryland Drivers License. \ ''6'-^ 

' ' ■ . / t' . , ,. - 

X. Weekly Calendar of Events ' - 

Tfie Weekly Calendar is distributed by the ^rector ^ 
of the College Center on TTiursday of each week. /^Copies 
for the^ faculty are placed in their departmental mailboxes. 
Each calendar covers a nine-day period from Friday through 
the following Sunday. The calendar may be used to announce 
all meetings and special events and is used by the College 
to have facilities opened at the proper time. The deadline 
for entries in the Weekly Calendar is 12:00 noon on Tuesdays. 

< 

Y, State Lines 

The official weekly newsletter of the College, State 
Lines , is published by the Office of the Director of Infonhation . 
and Public Servic«5S. State Lines is distributed, .on Monday of 
each week and may be used to cof&municate news of interest to 
the CoilegiB community. Faculty meipbers are encouraged to 
submit information concerning activities, such as meetings 
or" conventions attended, research, ptiblications, etc. The 
deadline for entries Tn State Lines is Thursday,^' noon. _ 
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FACULTY MEMBER'S CONTRACT 

STATE COLLEGES OF MARYLAND 



STATE OF MARYLAND ,.: , State College 

THIS' AGREEMENT, made this day of 19 by 

and between the BOARD OF TRUSTEES OF'^HE STATE COLLEGES OF MARYLAND (here- 

e * _ r J * 

10 ' I 

inafter c&iled "Board") and / (hereinafter <^led 

'TaCUlty Member") (N«ne of f«ulty ,^«nber) 



WITNESSE/TH: 



1. Appointment and Position. 



.The BOARD does hereby appoint the FACUL'fY JMEMBER indicated above as 



of i to teach 

Rank (cf.. AssigUnt ProfeMor) (DiieipliM) 



at :.. state College at a salary of for a period of 



months beginning ! .., 19.. and er ling 19... 

The teaching assignment of said FACULTY MEMBER shall be determined by the President at 
• the State College and approved by the BOARD. 

2. General Conditions Governing Academic Freedom and Tenure. 

The FACULTY MEMBER will enjoy the rights and be subject to the provisions of the 
BOARD'S Regulations and Procedures Govenj^ing Academic Freedom and Tenure as the same may 
be amended from time to time. ^ current copy of these Regulations and Procedures has been, 
furnished tp the FACULTY MEMBER along with this contract and has been read by him prior 
to his affiifing hio oignature thereto. * * 

» 3. Special Conditions. 

a. • jTfhe FACULTY MEMBER shall become a member of the Teachers' Retirement System of 
the State of Maryland as required by law. 

b. The FACULTY MEMBER shall not vacate his appointment during the school year, ex- 
,cept in case of emergency. If the FACULTY MEMBER desires to terminate this Agreement for 
the succeeding year, he shs^H give written notice of termination to the President of the college no 
later than May 15. In cases of hardship or emergency, the college may, but shall noc be compelled 
to, -waive the itotice requirement. 

c. The FACULTY MEMBER shall be entitled to the same sick leave benefits per month as 
are provided %r all "State Merit System employees supplemented by whatever additional benefits 
the college may from time to time provide. 81 * 

, ■ ' : \ , B-i ' 



d. The FACULTY MEkSER, with the written consent of tHe Preaident, may engage in Mm- 
ited employment for remuneration outside the* college or carry a limited amount of ptfrt-tinie grad? 
uate work during the regular academic year .pro vided that such activities on the part of the FAC- 
ULTY MEMBER would not unduly interfere with the .FACULTY MEMBER^S duties at the college,- 

4. Additional Conditions. 



Date of signing this contract 



WITNESS ODR HANDS: 



SEAL 



faenlty member ^ 



of ITrtMitw of ftUt« Colfa««t^^^ 



ft PRBNDlX C 



■REGULATIONS AND PR^)tEDURES GOVERNING ACADEMIC FREEDOM. 
AND . TENURE In THE MARYLAND STATE COLLEGES 
^ UNDER THE JURISDICTION- OJE' THE 
j BOARD QF. trustees' , OP THE STATE CQLLEGES ' 



Preamble 

These Regu-l^tions and^ Procedures GOvex-^ning Xcademlc 
Fx'-eedom and Tenure in the Karyland State Collegea form 
a part of th^ e^mplo7rnenb^''c^yrP6r^ entered into between 
the. Board of Trustees pf the State Colldiges and the 
fHculty, niepober.s appointed by said Board* . The term ' 
'*&oult;i^ m<^ber*v as used in the^e Regulations and Pro--*' 
codpres shall ^ mean persons appointed to f ull-time teaching' 
Jand/pr ' faoulty research positions at the State Colleges. 

/ \Thesa Reguiatlt^ns and Procedures may be an^ended froi^ 
tiata. to 'Mime '. by the Bo^xd a.n:.d shall 'be a.pplxco,bIe ' to all • ' 
faculty fTtetnipers-' as and ^i' when ' amended, e.xdep't that a faculty 
member attainment of te.nure. shall in' ail cases be, deter ^" 
■^rd:?^■^^| by', the 'tagulations^ of .the Board in force at the 
^ timoS^Qf Vn.is 'r'niti^l' ^.ppointment^ a » * - ^ 

, • . / ■ ?virticle One * - 

■•» » . * ■ . • 

■ \ ■ 

.Faculty ^^,i3e.rs sh a il. 1 . enjoy , full freedom in resear^h^ 
publication, tind ^feeachintj' wlthih. the aoa.demio dis.^ipllnes 
of their, conlpetence, "provided that such research' and/5r 
■publi<^ation, ^3.oa.s.^ not* interfere with, their performance of 
assigned'-^-duties , • ^ ■ . , . t . 

"1^. . faculty '' member is a , citi3z^en,r a member; of "a learned.. 
prnteBSxarii^; arr.^of ficer ■ of- the, Sta;te. Co.J'lege; to 'which ■ 
h^ '^is'" appqjlited. 'fChi,eu ^he speaks' or.^wites as/a^-'.citizehr 
J^e.^hall -.^^ejree' fro-m. ^institutlon.al■ .censo.rshl|), .'or discipiin 
b&t his ■ Bpleicia^ position at th"^ college impo,se^;Aspeci'al 
dbligation^C' A,ccordi-ngly^ ^a faculty member must' 'be an 
autJiori^^ed "sTpokesman for a.n _i,ns..tit)Xtion'. \^hen professing 
^^to.^s,peak ^for^^hat institution-.-or' for,a.ny diyiision or 
^^d0partm^n*^'' thereof . ' ' 



- Article Two 

Pursuant" to. the Ami^ricaa Association of Universxty 
Profess*t)rs 1940 Statement of Principles on Academic Freedom 
and Tenure, and \to ^the 1958 Statement on Recommended Insti- 
/tutioaal Regulations on Academic Freedom and Tenure, the^ 
Board establishes the fQllowing Regulafcion^'>s$30v^rocedires 
i^o implement' those principles.. / 

Section One. '^fe^- Board recognizes trt^t >f inancial ; ^ 
security is- n^ecBssiSiXY to enable faculty members . to ; „ 

render maximum ser\rice to 'tehe xnstitutions where they 
*ara appointed. . To establish su'ch /seicurity. faculfey 
members appointed jfjs^r thie academic, year commencing" 
^Septamberri970 and thWeafter sh a 1-1^ attain permanent 
tenure at the college tx^which they are appcihted in 
accordance with the following regulations ^ ^ 

1. . The ini tial- appointm,ent* shall be of a probationary 
nature, rand shall be for a period extending to 
the end of the first academic year. Such^ pro- 
bationary appointment shall be automatically 
^ \ renewable for additional periods of 6ne full 

, academic yaaff each,, unless the college president ^ 
shall give ^v^^ritten notice^ of the nonrenewal of . 
appointm/at for any succeeding academic year as \ 
follows 

a. iS'Qt later than March 1 during the 
. \ ^ 'initial period of prpbationary 
\ ] appoindieiTt (July 1 if the ifiitial 
a \ ' period of probationary appointment 

. . ^ V begins af ter January 15) . 

■f ^ , b*. Not" later' than. December 15 during^ 

, ? ^ r ;the second year of probationary 
^ippointment- 

Therea'ft^^r^* not lateir than /least 
twelyfe 0f2) months prior to the . 
exp£ratiori of » an appointment/ 



2** ^In the'' case of^^an instructor/ the total mumber of 
his annual probationary appoihtmentSc (inbludirig 
the initial appointment^ if less thal^ one 

year)^> shall not exceed sei^^en at that instdtutioni 



3. l-n the case of an assistant professor, the ^ ^ 
total number of his annual probationary ^ * ^ 
appointments (including the iriirfcial ^epjppjj.n.t'-' 

.ment even if .lesf^ than one y^ai;^ shall opt 
exceed four at^hat institution. 

4, In the case of an associcite professor and *a 
full professor, the** total number of their' 
anr^ual probationary appointments (includihg, the 
initial appointment evei\ if less than one year) 
fehall not exceed three a%^ that institution. 

^5.^ Tte length of probationary appointment: shall 

rcJetermined by the rank of the; faculty member 
at fcha time of initial appointment; except 
that in the -case :Of an instructor who is ther^-- 
' after pjromoted, the length of , his probationary 
' ^,ppointment shall be 'de.fcerm^hed by hiis rank at 

-the time of 3 aid promotion wxth full eredit 
granted for th.e total numjber of previous annual 
probatiortary a^ppoi^tments ser\?e^ as 'at; instructor- 

^ ' 6. in every case, upon completion of -the maximum 

^Jtiber of probatiopajry appointirtents, felie facul^ 
V member .shall fcttairi- jp.ermanent tenure • The Bdard 
may> in exceptional cases, decrease ^the lep^g^hA 
^ of the probationary period or, with the consent 

y o£i t|i:e faculty member concerned, increase the 

^ lehgth of the prdteationary vperiod » • * ^ 

Section Two. After a faculty member has attained 
permanent tenqra, be may act be dismissed except for 
.reasons authorizea by the laws qf Maryland and in accordance 
with, the procedur^B established by the Board. ^ - . 

Section Thrfee. To ensujci^ academie due pr \ 
faulty member who has attained tenure or whose terra of 
appointmeat has hot expirte<? may bfe dismissed otil^ 
accordance with the following .pro?2eaa^ - — 

' Prck^edur al gtandarj3B 

■ 1.- /Prelimihary ProceedingB-: " • * ■ 

° The 'appropriate college adrairiistrators ordinirily 

.should discuss the matter with the faculty rfeember 



concenied in personal conf erenx:e , Thfe matter 
may then be tjejgitinated by mutual donsent. If an 
adjustment do|es not result^ the college president - 
will refers thje matter to a standing commitjtee ^ ^ ^ ^ 
to be established on each State College campus' :^ 
entitled the Faculty^ Mediation Committee which 
will consist pf five tenured 'faculty-raembers . ' , 
elected by secVet ballot by the faculty -of that 
' college. Thi^\ committee , charged With the 'function 
of rendering obnfidential advice in such situations', 
shall infbrmiilly inquire into the situation to 
eSfect an adjustment if possible. If none is 
e.ffected,^ the copndittee shall determine whether 
'in its'' view formal prdceedings to consider the 
faculty member's dismissal should be instituted. 

'conmiittee does recommom that such pro- 
ceedings be instituted, or if the presid^t of 
the college, * even ^Lfter^ considering a recommendation* 
of the committee favorable to the faculty member 
concerned, expresses his conviction' that such ' 
proceedings shall be instituted, action shall be 
commenced according to the procedures which follow. 
Except where there is disagreement between the 
college president and th^ committee, a statement 
with feasonable part4.cu;iarity of the grounds 
proposed" for dismissal /of the faculty member 
<^.shall jointly be-fbirmu^ated by the college 
president and the comr^ittee. ' If there 'is dis- 
agreement, the statement shall be formulated by 
the collea^ president or his designated repre- 
sentative If this^committee shall fail to. take 
its f in^l action within ten (10) academic working 
days ..after the matter has been referred to it, 
the college president may institute formal 
proceedings . ^ ^ ' 

Formal Proceed. ings : ^ 

The formal proceeding^ shall be commenced by .the 
college president addressing a communication to 
the faculty member, said .communication to include 
the following minimum information: (a) the 
statement with reasonable particularity of the - — ' 
grounds proposed for dismissal, . (b) notice thet, 
iiF he makes a writt'ein rfeoiest to the college 
president for a hear ingysfi thin five (5) i days 

* , ■ • . .. ^ . 

' so , . - 



of ^receipt of the aforesaid communication, a 
hearing to determine whether the 'faculty member, 
shall be dismissed wiy. be conducted and^ ^ 
(c) information/ either in detail or , by reference • 
to published regulations, of the procedural rights " 
to^be accorded the f acuity'' member . The college 
president also will send a copy of said communication 
to the Executive Director/'of the Board for his^ 
information. Providing a written request for a 
hearing has been made by :he faculty member to - 
the college president ./ic.ain five (5) days of 
the* faculty membej-.' s receipt of the aforesaid 
communication, the'^hearing sha^l be held within 
tl^irty (30) days but not 'sooner than fifteen 
(15) days after the receipt by the college ' 
pres^i^dent of the faculty member's request for a\ 
hearing. The, hearing^i 11 be conducted on the 
faculty member's own college campus by a standing 
committee entitled the Faculty HearingVCommit'tee 
'.which will consist . of not JLess than fiy^ tenured 
faculty members elected by Secret ballot by the 
faculty of, that c olleg e, A faculty member .elected 
tjo_serve on the Faculty^ Media t>^ on Committee shall 
not be~ eligible to serve on the Faculty Hearing 
Cornmit'tee. The recommendations of the T^^ulty 
Hearing Committee shall be given within ;five;'(5)* 
(^aysl^f the hearing, shall ^De^advoisory only, and 
shall be forwarded "to the cplleg'e president, to 
the faculty member concerned, and to^the Executive 
Director of the Board. 

Ro.le of the Board of Trustees: 

A5ter the recommendation of the Faculty Hearing 
Committee has been rendered to the Executive 
Director of the Board* or if there has been no 
rec^ue^st by the faculty member for a hearing 
beEbre that committee (in which case the Faculty 
Hearing Committee shall make no recbmm^ndabioHr^, 
the c6.11ege president may recommend to the Board 
that^ t]|ie faculty member be dismissed. The Board 
may not^dism-tSs the faculty member unless the 
faculty member is furnished a copy of the" charges 
against him and is provided an oppprti|nity yof 
being heard ih person,' or by counsel, in has , 
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own defense,^ before the Board upon not less 
than ten (10) days written notsice. At th£s 
Board hearing,' the..-f acuity member' concerned 
shall be entitled to be represented by counsel 
/Of his choosing, to. be confronted by those who 
)wi»h to give evidence against him, to cross-^ 
examine such witnesses concerning the evidence 
they present, and to summon witnesses and to 
produce' documents on his own behalf. In all / 
such ca^es the faculty member concerned shall 
^ be Supplied with all/ papers and documents relevant 
to' the caie and held by the college administration^ . 
the^aculty Hearing Commifcliee, the Board^ of Trustees, 
' or any of them* A complete transcript of the hear- 

ing conducted by iLhe Board of Trustees shall be 
maintained at Board expense ^and shall be furnished 
by the Board to the aggrieved faculty membar and 
to the president of the institution who initiated 

the proceedings. : ^ , 

... _f 

Ar Suspension of the Faculty Member: 

Suspension of the faculty member by the college 
president during any of the proceedings involving 
the faculty member is^ justified only if immediate 
harm to the faculty member or others is threatened 
by his continuance. Any such suspension imposed 
will be with pay, unless legal considerations 
forbid. , 

Section Four. When the employment of a tenured faculty 
membei: is to be terminated because of discontinuance of his 
position ox— because of lack* of funds to pay hxs ^salary; 
notice ^nust be given at least one year prior to the effective 
date of termination, and faculty members so terminated shall 
be classified as furloughed faculty in the inverse order^^of 
the^r termination. I^urloughlld faculty members shall be 
entitled to be appointed within two years df their termination 
tp vacancies which exist, or whidh may develop^ in the same 
academic discipline in any of the colleges under the juris- 
diction of the Board, if tiiey possess the professional 
*<}ualifiQation)s announced as requisites for such positiohs. 
In making appointments from t^e furloughed list, due ;regard 
shall be given/ to seniority so that those first to be 
dismissed shall bje first to be reappointed. 
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Article' Three 

•I • * ; . 

In cases nob involving 'dismissal, if a faculty 
member presents to the Faculty Mediation Committee in 
v/riting prima facie allegations of infringement of ^ 
academic freedom as defined in Article One and/or in the 
American Association of University Professors 1940 
Statemient of Principles on Academic Freedom and Tenure, 
the Faculty Mediation Coprunittee shall informally inquire 
into the situation to effect an adji^stment, if. possible. 
If no mutually agreeable 'adjustment is effected, the 
Faculty Mediation Committee shall make a recommendation 
on the matter to che Faculty Hearing Committee. Thfe 
Faculty Hearing Committee shall conduct a hearing on 
the matter within a reasonable time after notifying all 
persons involved of the faculty member's allegation and 
the recaiqmendations^ of the Faculty Mediation Committee. 
If the P^a'cuTty Hearing Committee concludes that there 
ha^ been an infringement of academic freedom, a committee 
of the Board shall investigate the ma'tter, and its 
decision §hall be final. 

At all stages .of these proceedings, the burden of 
'^roof shall be upon, the faculty member who has alleged 
infringement of academic freedom. 
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. ^ AFFIRMATIVE ACTION PROGRAM. . . ' 

INTRODUCT^N . - 

• ^ ^ ^- ' t. 

■f 

<sr» - ^ 

This Affirmative Acti^on prc^rain reflects a morally and legally 
. based commitment to assure equal employment opportunities at 
Frostburg State College for all persons, without regard to race, 
creed, color/* sex, or national origin, ^ Several members of the 
Frostburg State College community, . including^ minority and women ^ ^ 
representatives from the faculty, administrative staff , classi- 
fied personnel, and the student body, were involved in preparing . 
various aspects of th|^ Program^ A ''similarly concerted effort on^t'fie 
part of the entire College community'will be necessary to guarantee 
its effective implemenWtion, ' . 

The program was developed in "accordance with the federal laws, 
orders, and regulatory guidelines governing the area of equal 
employment .opportunity . Accordingly, the Program affords special 
emphasis to the correctic/n of any employment practice or policy 
wKich, however neutral ^ intent and however fairly and impartially 
administered, may have /a'disparate or discriminatory effect on the 
employment opportunities of minorities or women. Consistent with 
this aim, the program aetaiXs special remedial effort^ designed to 
eliminate any effects of"-^st discrimination and to affirmatively 
assure in the future equal opportunities to minorities and ♦omen 
in all 1 1 till I I r the employment . process: recruitment,* selection, 
placement, testing, training, and promotional advancement* 

Essential components of the Affirmative Action program are; 
the projection of goals and jg: imej;ab le s for improving the employment 
compasition of minorities and women on tl^ FuDstbu^g State College^ 
personnel force; t:h« specif ic responsibilities arfcl lines of authority 
---^r effective ijii^em^ntation of the i^rogram; tKe establishcjent of 
an on-going mebhanl>sm to review and revise al:l employment procedures 
no assure thatl they do not have .discriminatory effect and that th^y 
aid in attaining employment composition goals; and, the devel<6yment 
of systems to regularly monitor and measure Program progress. 



/ I.^OLICY \ ' 

It is the"^ policy of Frostburg -State College^ to provide equal 
opportunity in employment for all persons, to orohibit discrimination 
in employment because of rate, color, religion, age, sex or national ^ 
origin, and to promote tqe full realization of equal emploWent 
opportunities through a continuing affirmative action pro-am.' This 
policy shall 'be an integral par t-^ of every' aspect of .the Employment 
process, including, but not limited to, the recruitrflent, selection, 
testing, training, promotibn^l advancement, and treatment of employees 

s ^ 
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II. resronsibility' for implementation 



A. ^ President \ ^ • * 

_ Jl* 

.-^ 

The • ultimate authority and responsibility for maintenance 
of the Affirmative Action Program' and for all .related decisions 
rests witli. the president of the, College. 

Affirmative Action Coordinator 

The, Director of Minority Af fairs' shall i5e appointed by the 
president as the Affirmative Action Coordinator and shall charged 
with the coordination and monitoring of the implementation of the 
•Affirmative Action Program. The duties of the Coordinator shal^t 
include, but not be 'limited to, the following: 

(1) Administering the Affirmative' Action Program as 
it relates to* the recruitment, selection, training, 
ai;id ,prpm5tional advancement of minorities and women. 

(2) Informing- administrative and faculty supervisors 
o^ their responsibilities under the Affirmative 
Action Prdgr.am, and und^r 'related legal requirements .t* 

(3) Assisting /administrative cind faculty supervisors 
In the recruitmfeht and selection of minority, and women 
candidates ta fiXi vacdnt positions. ^ , ' 

/ ° ' ^ ^ ^ ' . 

(4) Coordinating the implementation of traininof and 
promotional adv^cement prograniis for mirioxity and women 
employees. ' ^ ' 

(5) '--Assisting the President, administrative and 
faculty supervisors, as well as appropriate Committees 
and other bodies/ in the identificatifon of problem 
ajteas and the development o£ solutions to problems so 
identified. 



(6) Designing and implementing interrial audit and 
reporting systems to measure program effectiveness, " 
to indicate need for remedial action, and to determine 
the degree to which the ><;a\lege' s goals and objectinres 
have been attained. 



a ^^^^^^ 



^7) Preparing Affirmative Action progress reports 
at least annually and generally infoi^ming the College 
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conununi'ty^ of legal developments in the entire equal 
eipployment area. . 

(8) Serving as liaison . between the College adminis- 
tration and internal and external groups and agencies 
concerned with employment opportunities of women and 
minorities. 



C. Administrative and Faulty Supervisors ' 

feach -administrative and faculty supervisor ik responsible for 
insuring full compliance with the Affirmative Act»n Program. As 
with other institutional policies of major importance and priority, 
compliance^f forts will be considered as a cjfiterion in the evalua- 
tion of the job performance of each administrator and faculty memiber 
who has responsibilities in the recruitment and selection process. 
Moreover, a Department's failure to fully comply with the Affirma-- 
tive Action program may%result- In the' admin^^strative allocation of 
vacant 'or ! new pos:^tions to a Department which, besides showing 
sufficient need for the position, has ^manifested an intention to 
fully comply with the Affirmative Action Progf gon. 

The specific iresponsibili^ies of administrative and faculty 
supervisbrs shall include, but'no^t be limited to, the ' following: 

; " ' " 

. (1) /. Working with the Affirmative Action Coord- aator . 
in' the identification of problem areas and xn the „ 
development of solutions to problems that 'are identified.; 

(2) Collecting^ and orgaxiizing data^ including those jjj 
necessary for auditing patterns of fecruitinent, employ- 

' ment and promotion^ and regularly reporting such data 

■ ' to the Affirmative Adtion Coordinator. 

(3) . Reviewing qualifications of all ei^loyees within ' 
A the Department to insure that mihprities and women 

ar)B given full opportAonities for transfers and prp- 
' ' ' motional adyanc^merjjl;.*'' , ^ 

(4) Assuring'' by means of ^ affirmative efforts that ^ /'^ 
' minority and; women applicants are solicited in the 

reQruitment process for alTVacant and new positions,. 

* , . • '■ ' " ^ * 

.(5) Conducting* regular discussions with Depairtment 
, «:^mployees. to 'encourage cooperation with af f ii:mative 
action measures. * » / . 

» "^b. personnfel'^ Office • *^h^l ' ^ 
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Although all supervisors are charged with the responsibility 
of complying with provisions of the Affirmative Action .program, 
those pertaining strictly to classified personnel shalL/be- the maj.or 
responsibility of the personnel Office^, In cooperation with the 
Affirmative Action Coordinator ; the personnel Office shall formulate 
audit, and. report upon policies regarding classified employees, v 

E. Minority Affairs^ Committee . • . 

. The Minority Affairs Committee, in addition to its other, 
responsibilities^ shall wcrk on a continuing basis v/ith. the ?^tfirma- 
tivie Action Coordinator on matters relating to the coordination and 
implementation of Affirmative Action measures, i^embers.of the' 
committee shall be appointed annuallY by ^th^sME^sident and s>"all 
include minority and women representatives of the College cctoinunity. 

Besides advising the Affirmative Action Cdordinatpr on matters 
relating to the coordination" and implementation of Affirmative 
Action measures, the Minbrity Affairs Cominittee '^all serve as the 
apparatus to investigater aiad adjudicate individual complaints of 
discrimination^ in accordance with the procedure set forth in the 



'IIX. DISSEMIHATIO:^ OF POLICY ANI^ COMMUKTCATION 
OP REIATBD MEASURER 

^*l^^.e. College '0\Af-firmative Aa^ shall be widely 

'■-dlssamina.ted ■within' tim Collega ■;^:d the surrouriding conmunity 
llie following- mea$urB.s '^haia ba "aJ*,ton9 hiQSB t'ake;)^^^' the 
-ji.-j^.ff irmxttlve Acfcion'^-Coprainafeox- to .insure broad dissemination o£ 
;;^.|3AlJ^ and' widespread:, under standing of,, the.- College *s^^ ooxranxtnxent 
^to ac|ual employment. oppo;}:.tiuniti^04 ^ ' ' 
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(1) Arrangement's will'b<:^: made to d:i'SCi5SS - 
aspects' of ,fcW Affirmative Actio*! 'pr^grajpa/f^^^d 
rel/ated :l.egal guidalirte.s-, in .■men^^tin^.s- of ,tl>e ,v 
ad.miniat'5^t.ive .staff, faculty departitien't /heads> 

and other appropriate co;l lege groups and orgatti^a,- . 

(2) ^ !Hxe ^olic^fr described in S^^ctioir;! iih^ll be ' 
I^u]b,li5hed in apprppr 

publications, and copied shall '5:>e- diatiributed 
for posting on jDulietwM^CJ^rd^:^ 

(3 ) Employee .organ izWt iohs> cdctmunity^ organi^sat ion s , 
recfruitment sources, proGpective ©etployeefs^ and local 
media sh^ll l^^^infona6a ot trhier Affirmative Action ^ 



' . 'program, and their cooperation , and implementation _ . 

, , - o*^ the program shall be encouraged. • : • , 

: f (4): The Affirmative Action' Coordinator shafll issue 
periodic reports for publication in State Lines 
;- " about Affirmative Action^ progress aiftd awelx:;pments. 
These reports shall be* distrit>uted to all College 
offices and departments ' and local news media, and 
shall be available to any member of the College 
comjjiunity upon request. 

" rV. 21FFIRMATIVE EMPLOYMENT PRACTICES 

A . Employment Conditions, Terms, .Benefits, and Comp ensation 

• . Employment conditions, terras^ benefits, and compensation shall 
be admirjistered and granted in accordance with bona fide job-related 
factors, and without regard to race, color, creeAj_j>at».onal origin, 
or sex. Similarly, the College shall not discriminate on SYch-- bases 
in its work assignments or classification^; hor in the provision 
of traihing or use of facilities, or assignments to committees and 
other bodies. Also, there shall be no • discrimination based on age 
except in compliance with retirement plans, or pertinent State and 
Federal laws or guidelines. ; - 

- ^' 
• All employees are entitled to" information regarding emplbyment 
conditions, terms, benefits and compensation. Administrative and 
classified personnel should direct their inquiries to .thfe Personnel . 
Office. Faculty mdribers should refer to Section II of the "Faculty 
Handbook" for policies and procedidres governing appointment, retention 
salary increments, promotion, and tenure, part-time faculty, int?^r- 
ested in information regarding compensation rates and benefits, are. 
directed to the Dean's Office, 

B , Goals and Timetables ° . • 

An essential ingredient of the Affifnlative Action Program is 
the establishment df measurable goals and weasonable timetables for' ■ 
assuring equitable utilization of minorities and wom'en in all major 
job classifications' ijp the colleger's personnel force. Specific 
numerical goals for minority and women employment composition arc 
set for attainment by academic year 1979-80, along with a series 
of jihnuar ihitermediate targwts, which will serve as indicators of 
thef Collegte 's progress in achieving its long-range goals. 

The Affirmative Acticn Task Force, appointed by the President . 
io develop the Affirmative Action ProgrBim, proceeded in the fDllowing 
iianj^j^r in detemihing ^ goals and timetables: 
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(l) A survey o:£^tht exist ing -wrk fcrca^. tbo, 
administrative staffs faculty, ^ atnd class if ied 
personnGl^ vms Gonduc:Hted to identify the nuiitber 
and percentage of minority mm women* eiiiployeas 
l;currentl:y employed -in eaj::h major job classif ioatidn. 
p(Se<^ Appendix: ^TSmploymant composition Goals^ and, 
\ Timetabled V For all major job /classificati^^ 
Employment data inclu.ded the total nimi ber ojg mala 
and female incumbents^ ^and the total nx:ut^er of. 
male and femc^Xe inoumbejits broken dow xti%p each " * 
pf the follov;lng gro'ups: ' Black Mioricans^ Spa^nish 
Sur--named Americans^ Ameriaan , Indians ^ and Asian ' « 
American;S.. The major job olassificaiions for • 
purposes of the existing wor^fe>-*fqrea an.aly^is^ a:i^?i^?^ 
executives ai^d • a.dministrators, ;raculty,j' pro fas-- 
sional librarians^ ^ professional non-^lnstructignal^ , 
■orficfe clerical and secretarial,, t^ephnieal and . \. 

. para-professional./' an.d maintensmco/ 'and -se:fv.ice 
workers.,,- With respect to the faculty classification^ 
.-.-employment 'data was collected for fui^-tim^B faculty^ , 
^:>y rank and salary range ^ and-^further -^ub-divided 
]by depar-'tment Cc^'.so by ranK^fi..,^d salary ran.g*^4'-. ^ 

C2) On the -basis of the .-inventory^ aata., a determination - 
was made of the extent af furider^-'Utlliziitlon'* of ^ '\ 
minorities or ■women ..for.: e^:ch major j^b classification^. ' ' , 
**Under^-utiliEatiorv*^ .i^s^/dafinad .as liavifig fov/er minori- 
ties or--.wdm0n. in a particular .job classif ica^Jt^on than. \ 
would .yaasonabl^f^.be expected -by^thai'r a^/aiLaubility ,^ ^ 
in, the -.external work force* Thi.s utxli^iation- ■mialyc^is 
was conducted by? . {a) detemining /the relevant labor /■ 
market area 'for each major ^ job classification'? which ^ , * 
t's, "national *V:f or fapulty aiid administrative -^^staff ^ ^ *" 
•positions, " state ^ 'ii^ide" for c^^rtain tachnical and ^ V- , 
raministrativa pq^it^ions governed by ^ the State Dopar'tmpnt 
o.f >0rsdkneX ^irocet^ufas/ aiid^ ^ **local*\£or most classii^^, • 
fiod ^ perfonnel pp^^itions;^ ,and"^ (b) by .rafc^rring^ to [ 
rolavan.t ^Bureau of Census reports,; an.d otiior manpower ' ? 
studios and* statiatical reports^ to /detarmxn^ th<^ laBor 
^market availability of minorities^ and women, yith% 
..tequisite' job 'skills^ - ^ \.'^ . ^ 

{3) All administrative and faculty superviaous were 
intGrviewed l?v iwarolaerb of the Task Force witli reffipecs,t, j 
to policies, piTactices,' ,aiid proceduuea for recruitjnent, '\ 
saleotion/ and romotioi[i*^ and regard in^r anticipated 



^turnaver, expansion, and contraction irt the foire^ 

• ^ \ seeabJLe future in their respective employee^upits . 

With respect to employment f igures^pertaihing to-s • 
anticipated, turnover and acquisition of' new posiJ:i6ns, 
qualifications^ were made based upon available insti- 
tutional research data -pertaining to: the- 1980 , students ; 
registration .projections; ' actual \:urr}pve^ during 
the past fout years; ariia,. the rat^io of positions ^ approved 
to positions entit]jsd in accprdance with relevant ^ 
V staff ing formulas of the Bo^rd of Trustee's, the Depart- 
^ ment of Personnel, and the Ku^get Bureau. Further 

squalif icatioas were made with- r^^ect to anticipated 
• .personnel budgetary projections, 

(4) Since goals and; timetables, and the- entire ' . ^ 
Affirmative' Action ProgiJam/ are designed' to correcti 
deficiencies in the utildzatioji^of minorities and. 

woiiien, the Task Force through "the" ix^te^view pr.oces,s ^ 

. mentioned^ above, and subsequent .analysis, attempted to - . 
•identify th^ cause of under-utili'zation. , Although 
further sti;dy in this araa will be conducted by the 
Affirmative Action Coordinator and the Minority ' ' 

' . Affairs Coitimittee, prelimina:tey irtalcations are th^t ^ \. ^ ' 

the major' cau^.e of under-utilization^ revolves around / | 

• ' ' inadequate! recruitment .efforts' on *the part of several 

" administrative bffices and faculty departments, ^ 

(5) . Spec|fa,c me|asiures to improve the employment 
composition of mi^otities in each of the State colleges, 

• Including 'Frostburg, -are set. forth in \he " Maryland * - 
" Plan for COmpletdnq the- Desegregation of the Public 
Post-Secon/darv Education Institutions in the } State " 
(February, Vl974, .addendum May, 1974) • Becai:^se"^of 
^ the relatively preemptive nature of this, document . 
with respect to minprity employment composition,. 
^ * the Task Force has seriously considered relevant • 
excerpts of the Plan, (reproduced in the Appendix) 
in the process of developing the goals and timetables 
set .for^th in the Appendi?c, , ^ ' ' ^ ^ 

C* Recriaitmiant and Hiring \ - ' ^ . 

, The matters treated in this section .deal primarily with ^ , 
the recruitment "-and si^lectton process of administrators arid faculty,' 
including* librarians^ rather than qlassified personnel, for two 
reasons, FirBfc> the goals attributed to the administrative, 
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faculty, . BJid librarian.^ job classifications reflept a "national" * . 
labor market availability; whereas /<C^th" respect to . classified 
personnel, the labor market> for the most part, is *'local". 
Secondly, . the College has- more -direct control over th^ employment 
policies, procedures,, and practices as they pertain to the 
recruitment and-hiripg^of administrators, 'faculty, and librarians;- 
the State Department of Pers^nel, on Jzh^ other hand, governs through. 
«.ts regulations tKe recruitment and selection activities of classi- 
fied personnel positions. . * * . 

. , r . • • 

» < . *» . V 

Although an examination of rel^vajit classifie^d personnel 
policies and procedures has preliminarily indicated satisfacttjry 
compliance 'with equal employment 6pport;unity measures, ' actual' ' ^ 
empl<|yment practices,' part:icular ly as they pertain to improving ^ 
minority and women employment compqs it ipn, will' be '^carefully mor^itorecj 
b^^ the Personnel Office in conjunction with the Affirmative Action 
Coordinator (see ^ectiops II-B arfd Iil-C; above) . Furthermore^ areas * 
requiring the specif attention of the State Det>artment of ^^Perspnnel * 
have been identified and 'will be ' recommended bo that agency for 
review (se'e Section IV-D, bq^low) , , ^ • * ^ 

In order to meet ^the employment composition goals' and time- 
tables set forth' in the Appendix:, the following measures should 
be carefully observed by administrative end faculty supervisors: ^ 

(1) When a vacancy in an "existing position is • 
anticipated,, or when a new* position is approved, ' 
the supervisor, should notify the Affirraative Action 
Coordinator in writing, descr'ibing the nature of the 
position, ,the rank or title, the range of compensa- 
tion, and. special educational qualifications, . . 
. training, and experience Required or f^referred for 
the position ; After conferring with tl^ supervisors, 
and departn^efit or staff members involved in the^ 
recruitment* process for the ppsition in question, 
^ and- the Assistant to the President (for advice as to 
the legal implications), the^f f irmative Action- 
CoordinatoJf will then advise the ^recruiting depart- 
ment or office as to whether, the specific qualifica- 
tions required or preferred reasonably relate ^to the 
job to be performed, which is Essential under Federal 
Equal Employment regulations. For example, if^a 

faculty department. indicates that only persons , 

possessing a doctoral degree and having at le^st ^ 
five year*^ college teaching experience, will be con- 
sidered for a position in the department to teach 

strictly survey couises, such qualifications may be_, ^ 
suspect as not being reaspnably related to the job', ^ 
to be performed. If after thorough e5<amination 



: f i ' . - • - • 

and 'consultation on t'he. matter/ a modification of * the 
* job description is deemed advisable, the.J^f f irmative 
Act^ion Qoordinator will make such a recommendation to 
the supervisor (s-) involved, and, if ftfecessary, to the ^ 
president* * 

/After, the determination 'is made with respect to 
the job qualifications, the Affirmative Action Coor- 

. dinator/will assist the recruiting off ice or depart- 
ment^ in identifying appropriate o^ecruitmeiit soufces V* 

f» which will ^ikely attract qualified minorjity. and 

• women applicants. • 

t • • • ■ . ' 

•?o draw minorities and women, into the recruitment 

process, the recruitment search network must be expanded 

to include'the following types, of sources: |^ 

(a) advertisements in appropriate pJrofes- ^ . 
slcnal ; journals and job registries; 

. / . . . . 

•(b) unsolicited applications or inquiries; 

* ( 

(c) women teaching at predominantly vomen * s polleges, 
\ * ^ minorities teaching at predopinantly minoni^ty 

colleges; ' . ^ ' .. - / 

" . (d). minorities or women ^ prof essipnally engaged in 

non-academic positions, such as ''industry^ gov^n- 

^ mei;t,^law firms; ^ 

* fj> ■ - ' • ' . 

(e) professional women and minorities working at 
independent research institutions and libraries;. 

(f ) professioncijl minorities and women who have ^ . 
' received significant gf ant&^ or pr9fessional 

/ recognition; . ^ .' 

(g) women and 'minorities alr^dy at the institution,, 
^ and working in a part-time capacity; - ' 

(h"') minority and women masters and doctoral c 
*• recipients who are not presently \ising their 
professional t^^iJ^iJ^g? '-^ 

(i) women and minorities, presently pursuing,.' graduate 
degrees who show promise of outstanding achieve- 
ment; /■ ^ ° . " ' ' 

(j)' minorities and ^men listed .in relevant profes- 
sional files-', registries and. data 'banks; including 
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thofee that have x^de a 'particularly con-- ^ 
scientious effort to locate women, and minori- 



ties. " (See 



the Appendix for, a directory 



listing helpf ul^recruitment sources.) ^ \. 
' ■ t> . » ■ 

Supervisors must, actively retcruit women and minori- 
ties tor each vacant position if the qollege is to meet - 
the employ^fteht composition goals within the specified 
time- frames. Federal ^qual employment "ragulations do pot 
require that institutional recruitment be limi-^ed to 
minority and women source's, ^but rather that an affirma- 
tive ef fdrt be made -to augment traait^onal recruitment 
^^ources in order tqh drayr ^quali^f i!ed woment and minoritie^ . 
into the 'institution's recruitment process. The recrua^t- 
ment so\irces listed^. above const itute additions to, «^and 
not substitu^:i6ns for, regular recx;^itment sources. However 
if a faculty department registers openings with certain 
college^ and university .placemerft. of f ices which graduate- 
predominantly whit^ males', then sTitnila^ efforts must be 
made to reach institutions with a high proportion of 
minorities and with a high proportion of women among ^ c^^- 
their graduate student popu3^ation . . ^ ^ " . ^ 

(2) Each administrative and faculty^ superviisor sl^ll ' \ 
maintain wri-tten records' of' the recruitment and selection « 
process for its position openings. Records. for each 
position shall include information about ad^>ertising;- ^ 

the nature and extent of the recruitment* search,^ appli- 
cations received, letters' of rejection or appoi^itment, 
and any specif ib steps for recruitment.'. Along these 
lines, each supervisor shall maintain cin "Applicant 
Flow Record" and "Recruitment Reporjts"- (^ee the Appendix 
fqr sample fortns) to assist the Affirmative Action 
Coordinator in analyzing and monitoring the recruitment ' 
process. Additionally, supervisors are expected to 
maintain "Affirmative Action^ Files", of minority And 
female applicants no*^ hired who are potential, candi- • 
dates for future' openings; thes^ candidates must be 
reconsidered when openings do" mater lali'Ze. \ These records 
and files, in addition to others that may be devi^sed, 
shall be maintained for a period 6f at. least two years' 
and shalif be available upon request to the Affirmative 
Action Coordinator or the Minority Affairs Co^miittee. 

(3) in the hiring process, decisions about applicant's 
shall be made on the basis of job-related criteria' such/ 

,as ability, experience and qualifications. The Affirmative 
Action' program, and the laws and° regulations upon which 
it is based, do not require that each opening must be 

■ : . ' ^ too - ' r ' ^v' 



''filled with a minority per'son or a woman. However, 
under relevant Federal guidelines, each supervisor ^ 
has the burden of establishing by detailed documenta- 
tion/that it has made a good faith affirmative effott 
to, recruit minorities and women for position openings. 
In fact, with ^espect to minorities, the Maryland , 
t)e segregation Plan (relevant excerpts of which are set 
forth in the- Appendix) states^n pertinent part: 

"in recommending appointments of faculty and 
/\ staff to the Board of Trustees, -the president ^ \ 
of each .College will be required to put the 
burden of ''proof on departmental an* unit he^ds 
t^o document that dctive and imaginative steeps • ^" 
have been taken to recruit qualified minori- 
* ties. . • I ' ' 

(4) Consistent With the objectives set forth in tlie 
M^yland Desegregation Plan^ , the College will encourage 
^innovative recruitment programs,, such jis exchange; 
programs with the facilities of minority' institutions. 
Also, the College^^will vigorously press, for the imple- 
mentation of such programs; as: minority faculty chairs; 
and» system-Ai/ide |ninority faculty dontract^ whereby 
minority faculty members would be' jointly assigned on* 
.a rotating basis to both pred6minan|ly white and pre- 
dominantly minority state colleges. Furthermore, the 
CQllege shall \ encourage training and internship pro- 
grams, particularly those designed ^o enlarge- the number 
of women or minorities in, the recrxAtment pool for job 
categories in which theJse groups are underemployed.* 

(5) The College shall^ continue its 'efforts to 
encourage both xander-graduate . and graduate minor^ity 
student enrollment and €o delvelop riew or expanded 
recruitment sources* Faculty depsuctments are urged 

^o -find^ wa^s. to stimulate minority interest in careers 
wh^re there ^s. low minority participation; and to 
encourage' the interest of women in what traditiOnal3.y 
have been considered Jftmale" career fields*, and that 
of meA in what traditionally have been considered 
"female" fields. ' ♦ - * 

(6) Applicants for all personnel openings, including 
classified' positions, shall be' considered without 
regard to their marital or family status. A}.80, 
administrative and faculty supervisors are remind^d^ 
that a de facto policy or practice against ^hiring " y 
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: ci meniber of the same family of a 'person who Is already \. 

. . 'employed by the College tends, to have a disproportionate! 
^.discriminatory effect on employment of women and, { 
•^therefore, would be in violation of »both cbilege p^)licy 
• ,-;and federal feqaaal employment' regulations. However, ' 
pursuant to . state Department of personnel regulations, • 
employment of two memters of the same f amily ^in one * > 
■y- . . office or department should be kvoi'ded where one famix^ 
_ ' exercises supervisory control over, or posses* 

, ' upon the<Tpromotion;.o€,_the other family memfif^r.- 

. 0 ' * ) • ■* 

J7) All advefrtisements> publications^^^and written 
inquiries in mat^qrs of reqruilunent and employment c ' .o' 
:shaii contain the statemenl5^ '"An Equal Opportunity/ * 
Affirmative Actioi^ Employer*'. ^ ^ 

. , (8) , Admin is tr'ative ' and ^faculty supervisors are. urged 

'to utilize minorities and women in t^e^ recruitment 
process e.g. for example, assignment to departmental \ 
^ . ' search committees. '^.^ " ^ v 

(9) In^addition to close^ly 'monitoring tTie aictual ' ' 

recruitment process, the Affirmative' Action Coordinator, . . ' 
in conjunct ipn with the*^ Minority Affairij Committee,. * • . ^ 
will 'ident^ify, ,analyz,^^ and monitor every step^of 
the selectipn and appointment process, ihcludih'^*^ 
where deemed advisable by the supervisor^, actual- parti-, 
cipation in • on-campus interview se.^sipns, for the. 
purpose^ of assuring the effective ^implementation _ ^ 
of affirmative action measures. In this^ regard, 
close attention will be paid to identifying and reme- 
dying any standard or- practice that h^s an adverse 
impact on minorities or women. This woiJild be indi- ' ^ 
^ cated*, for example, 'by exclusion or rejection of a 
significantly, higher t'proportion of 'such groups . ^ 
cT)mpared to others^ ''^Moreovej;, the Minority Affairs 
Committee will conduct. job analyses, similar in manner » ' 
to the procedure described in Section IV-C, paragraph 
(1), tcp determine wHether job qualifications and hiring 
standards reflect major job functions arid do -not 
require higher qxi'alif ications than woujd he. reasqnably 
nece'ssary . to perform the' job. , ^ 

D. Classified Personnel Policies and Procedures * * . ^ 

» . ■ \i • • £ , 

; "As -noted in Section^^IV-C, the Affirmative Action Task Force has •< 
reviewed the State Department of personnel policies and procedures • 
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which govern the rec^uitraent a r|d "selection of classified employees 
in order to determine' whether any feature may ^tend to have? a dis- 
proportionate ^^discriminatory effect on .minoriti^ ^or women* As 

. a result of this review^ the Minority Affairs QoiTunitt§6*'will 
contact the State .Department o£ Personnel to obtain^ assurance' that * 
all tests^for classified employees 'at tKe ' College have -been validated^ 

iji.e. examined for "job-reiatedness y,. in accorddhce with Equal Em^Kj;Oy- 
ment Opportunity-' Commission's* Selection Guidelines > Furthermore^ . ... 
the Committee will examine classified employee practices over J . 
which the College has control,^ In part^icul^r^ occupational * 
qualifications will be Reviewed and personnel application fprms 
will be examined to determine whether either may tend to have' a 
discriminatory -effect on minorities and women. * ^ 

E • Promo tipns . ^ ^ * • . • 

' \ " ' * ■• ' 

Prftmotions for all pfosxtidns , classified .and linclas^if ied^ ' ' 

shall/be made on the'basis of- jobr related , criteria,, e.g. , training, 
ability , experience, performance, ami, in the case of classified 
employees, .seniority and relative"^ place on the eligibility list.. • 
Under State Department of Personnellregulations , supervisors of 
classified employees , are cuirreritly required'' to 'submit to the? 
Collegia's Personnel Of f ice; written justification when apparently 
qualified classified employees are passed over for -transfer or. 
promotion.. vMinority or women employees in non-classified positions ^ 
who feei that they have been unjustifiably passed over for jap- • ^ 
grading or^ promotion may. refer the matter to the Minority Affairs 
Committee, which, if the'cirdumstapces warrant may require a 
written justification from" the supervisor involved and attempt to 
reconcile the matter with the parties concerned. Additionally, 
all <:rite^ia, which are used as a basis for promotion, including 
formal revaluation programs, will be sxibject to review by the 
Minority Affairs Committee to determine whether they. are in 
conformance with pertinent Federal ^ regulatory guidelines , particularly 
the Equpil Employment Opportxinity Commission Selection Guic^elines . 

F. Labor Relations 

. -> /. ^ t 

'Any. futpre agreements between- the College ''and its recognized 
employee organizations shall cdntain a provision that within such ; 
organizations there shall be no discrimination^^ restraint or 
coercion against any employee because 6f race^, color, creed, 
national origin, sex, or &ge. 

G . Demotions, Layoffs, and Terminations ' • • ^ 

Demotions, layoffs, . and terminations shall be made op a 
'^ion-discriminatory basis and vail employees' shall be informed of 
related policies or practices. , ' ^ ^ 
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H. part-rtime iEmpldVmy it * . . * * - * ^ ' 

Part-tijiie Employees, lik;e .fullrtime employee i^,, shall be ** ^ . 

• hirqd, paid, assigned duties-, 'and terminated,^ in accordance with ^ 
job-related criteria, e.g'. ability,. 'experiences, qualifications, . 

' job* performance; and, in the *case of classified^employee|3, pertinent 
State Department ^of Personnel regulations^ 'Examination of the s v. 
existing compensation scale for .part-time faculty members indicate^^ 
heeded revision to brin^^it ilt\ line with pertinent pjrovlsions of - ^■ 
the Equ^l Pay Act of 1963, Which, through Title IX of the Education 
Amendments Act of 1972, .was extended to academic and administrative^ 
personnel in institutions of higher education. Specifically, since* 
a substantial majprity of part-time faculty members teach ing^under- 
graduate^ courses aire Women, and there ' is a significant disparity ^ 
in compensation per, credit hours taught between p^rt-time and full- 
time status, . the* College should review this matter with appropriate 
state* agencies so as to avoid possible adyerse legal --^act ion ^by th^ 
United States Department of -Labor. ^ 

^lu J^reqhancy and- Child/Car e Leaved 

•^IQ compliaiibe with Federal law, vail College physical dis^ality \ 

• plans shall apply/to cases of disability caused or contributed to 
* Ijy pregnancy, miscarriage, abortion, childbirth, and recovery 

therefrom, on the 3ame basis as they apply to lainy other temporary 
physical disabilities. In addition, employefes are entitlecT to . 
paid sick leave, and, assuming accxiiaulated sick leav^ has been ' ' 
exhausted,- ektended leave of absence without pay for physical t 
disabili)bies related to pregnancy and childbirth. Under any le^vfe ^ 
* of . absence pian which permits leave ^r perspnal reasons, child- 
cai;:e shall be considered grouri4s for such leave and shall be available 
to men. and women on an equal basis,' subject to the usual approval 
process. • . > . ^ 

EfDUCATIONAL PROGRAMS AND SERVICES 1^ 

'■; ■ ^ . . ■ ' : ^ ■ / ■ ' * ■ I ^ * ^ • " 

No Student shall be excluded from participation 'an^ , be 'denied . ' 
the benefits of, or otherwise be subjected to discrimination in any ^ 
educational pirqgrani of ithe fcollege'von the basis of race, cSlor^ 
cree^, national origin, ^age or sex.* ^ Special efforts pertaining to • 
the recruitment, admissions, enrollment, financial aid, anij" other * 
similar educational programs and services, designed to increase 
minority studdnt presence at^the College ar^ set forth in detail 
in the Maryland Desegregation Plan . * Th^ College's Minority * 
Affairs Committee is chteged with"^ monitot/ing and evaluating the , 
implementation '^of the measures set fortly ^ia the Maryland Desegregation 
Plan. 
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'VI. INTERNAL AUDIT AND REPORTING SYSTEM • 

"An internal reporting system to continual 3,y audits monitor • ■ 
and gvalUat? progress is essential or a successful Affirmative 
Action program. The Affirmative Action" Co6rd?.nator, in conjunction, 
with "^^the. Minority Affairs Committee, is regpbnsible for designing 
and implementing this system. • As indicated iji Section IV-C, - 
supervisor is responsible for maintaining on a current basis the^ 
'^'Applicant Flow" record' and the "■Recruitmfent 'Report". Additionally, 
supervisors will, be fedjuired to furnish ginnu a 1 reports to the 
Affirmative Actiop' Coordinator for monitoring and evaluation ' 
purposes. The' Annual ^reports should include the following infor- 
jmatiqn (appropriate forms will be provided for reporting purposes): 

, S ■ ' ' . ' ■ ■ '.. 

"'o' Records on applicant flow and each- step of the ° , 

selection process: hires, placements, 'promotions, 
by race, national origin and sex,/ ^ . 



. o Sources 'of referrals and hires by race, national 
origin, and; sex. " 

• ' o Resignations, layoffs and dismissals by .race, j 
national origin" and sax. ■ •• . > 1 

o Progress of the, office or department in \ight 
of the' Affirmative Action Prograf^ goals and 
timetables. . 



VII. SUPPORTIVE COLLEGE AND COMMUNITY PROGRAMS^ , 



• The College> throUgh the coordination of the Affirmative Action 
Coordinator, shall undertake the following effort^" to enhance the 
equal employment opportunities of minorities and; women: 



(1) CpndOct training sessions with supefVisors to 
familiarize them with the legal responsibilities xinder 
relevant laws, orders anci regulatory guidelines and 

to assist them in meeting pbjectives of the Affirmative 
Action Program.. ' . • , 

(2) provide for th^ establishment of training .and . 
education prograns, e.g. with the Centfer for .Management • 
Development, designed to provide maximum opportiuiity 
for' employees to advance sO'^s to perform^ at their . 
highest potential. 4 ^ 

(3) . Communicate meanin^fxil informati6n on upward 
mobility. programs: and opportunities to employees. 
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(4) • Actively support cJommunity .equal housing lef forts j 
assist employees who are unSble to obtain st>at;able • 
hoasxng, since 'such/inability may, act as Va barrier to 
acceptance of emplbyihent /for vhich they afre (jGalif ied'. 

(5) Explore feasible mean$ for providing suxiable ' 
chxld-day care centei;s for employees by .cooperating 
with community groups in the Wstabiishmeni:- of such 
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alternative lyt^ establishing such a center . -' ^.f ' 
. on campus.. . ' .v ' - , V • - ' ' . . . 

X6) Establish continuing^, productive relationships ~ ' ' 

wxth minority and woman's organizations, in the ciommunity; .1 

• (7) .Work with local l^echnical and vocational school^, ° 
and.hxgh schobls to develop cUrricultmi and training - 

. to equip students for jobs, particularly classified 
personnel positions/ at ^ttie College.^ , ' ' . 

(8) Participate in special programs, - employment, and ' 
training for /this economically or educatdon^lly. dis- 
advantaged, such' as the Comprehensive Employment 
Training. Act ,(CETA) , Public Emplpyment program (PEP) , ^ 
^and Neighborhood Youth Corps (NYC)?, eiaploy economically 
disadvantaged secondary and college students* during the 
summer under Summer Aid, Stay-in School, 'and Cooperative 
Work-Study programs. '• ^ 



VIII. CONSTRUCTION CONTRACTORS, SUB -CONTRACTORS , 
. v . -SUPPtlERS, -AND PURdH?VSERS 

. ■ - . ' 

No contract, sub-contract or. order shall be awarded, to a 

fxrm or organizatibi^ found to be in violation of state or federal 
nondx^crimflnation requirements. ' . 

A. Constructio n 

Federal and stat^ law and (regulations require that ' 
construqtion contractors and sub^contrActbips doing business 
wxth the State show by written commitment that they are 
equal opportunity ojiployers. . Th^ State law governing the 
awarding of construction . contracts.^d sub-contracts by 
th^ Board of Public Workff requires that all s.uch contracts 
ahd sub-contracts ^contain proV'isions obligatiltigSh^ parties 
n9t to disoriminate in any manner against any empllbyee 
applicant or for employment bdscajise of race," creed, color 
' °^ "^^ional origin. Remedies \for violation of this anti- 
• discrimination clause incli^<|e revocation of the contract 
' • . \ ■ " ft . ) 
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by the State i ^ . * ^ ; - 

/;B:. . Supplies and Plircnases v ^ . - . 

, All ..sup.^^^ goods apd services to the College 

shall b^- hotif if d -pf the .e6ll6ge's Affirmative action policy. 

i, Ail 'fomal eontra^ts shall include' equal ' opportunity 
clause; - failure to cob'ply '.with- this:"provision could result ■ 
■ in either , avoidance qr .fton-renewal of the contract in ' 
qufe^tion.; Arrangements will also be tp have' all purchase 
orders include this statement: "By acceptance. of this 
conlj:ract,. the aupiplier represents that it will comply . 

^i^^th ;the Eqiial Emplbyinent Oppor tmity . laws and regulations 

'^as' s^uch, now exist o^" hereafter provide. 
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APPENDIX E 



CONvSTITUTION OF THE COLLEGE FORUM 



Article I Name 



' o 



The name of the organization shall.be the College Forum 



Article II Powers 



The College Forum shall be the principal decision 
making/bpdy of the College for all matters* 
relating to academic j^olicies within the 
limitatidfis imposed by the State of Maryland 
and -the Board of Trustees of the Maryland 
State ColXjeges. The term, "academ^ic* policies" 
include.3^ pontent . and organization of Curriculum, 
and standards for the admission, retention, and 
graduation of students. ^ ' / : " 



Article 11^ Membership 



\ i; 



The College Forum \shall^' 'be composed of all 

members . of 2the tuil-time -teaching Faculty, 

the full|-time professional Librarians, all ^ - 

fullrtime professional members "^bf the 

kdrtiirijlj^tration, the President o,f the Student 

Association, two graduate students, and one 

per^ 100 undergraduate students or major fraction 

thereof,- the method of selection to,. be determined 

by the 'Situdent Association Executive Council 

and' 'app^ove^ by thfe Strident Senate. 



All, members .of the organi:^a£iori shall be eligible 
for eLectiop to a|iy 'of fice and for service on 
'any- committee of ^the^i^ollege 'Forum, except as 
defineta by' l^egal /&bligatio1is/ai:- by Article VI, ' 
Section 2,) of this Constitution,. ' "X* 



^ Article IV Of^ipersi 

1.. The officer$ 
- : Cha~i"rman, a 



.Qf the College Forum shall be a 
Vil5e~~^^lrman, anci ' a • g ec r eta ry t 
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, t. 

All officers shall .be elected by receivi\^g a^ 
majority of votes* among the candidates who 
shall be nominated at the College" Forum 
meeting in April or the Wednesday before 
spring vacation, at the discretion of the 
Chairman of the Forum* If no candidate receives 
a majority on the first ballot, run-off elections 
between the two candidates receiving iche 
^greatest number oj votes ' shall /be held* T[?he 
term of office for all officers^shaLl be one 
year, beginning the fir&t day^of the academic 
year. No 'of f icer may serve more than two* 
Crbhsecutive terms in any given office. in 
case any office becomes vacant, a new officer 
^Bha'll be elected at the next meeting of the 
College Forum. . 

The Chairman ^hall preside at ail meetings of 
the College Forum and perform other duties 
which may be designated by the membership, 
in the absence* of the Chairman, the Vice- ^ 
Chairman shall preside. in the event that^ 
neither of these officers is available, tha i 
College Forum shall elect a temporary^ presiding 
officer. The Secretary shall -keep records of 
ail business of the College- Forum^ 



Article V ^ Senate ^1 



The College Forum 'shall , have a Senate. - 

■ ^ ... I ■ ' " 

2. ' The powers, membership, and procedures o:^ the 
Senate shall be defined in charter, which- must 
be approved by the College Forum by a m^ajority 
of the members voting at a meeting of the College 
Forum. . 




Article VI Committees 



-3 

1. The st^/iding obinm^f^tees' of the College Forum 
shall bje: 



College Forum Constitutior/ 



Academic Standa?rds« 
Admissions 

Artists anfl Lecture Series 
Athletic Activities 
Building and Grounds 



Curriculum 
.Fiscal 
'Library 
Nominating 
Teacher E(^ucation 



The membership of all standing and ad hoc 
committees shall be composed only of elected 
and/or ex officio members.. Committees may 
include as members students whd are not membfers 
^^of uhe College Forum. Members of the 
Administration ;inay only serve on. committ^s 
in an ex'^officio status/ 



■/' 



The^ powers of each standing committee shall be 
defined in the committee's charter which must_^ 
be approved by the College Forum. jl^"' . ' 

The amendment procedure in Article IX of this 
Constitution will be fo^llow^d in decisions f 
concerning the establishment or elimination 
of, any. standing committee except- that only 
a jnajbrity ^ vote of, a quorum will be required^ 



J' 



Article \7II Meetings 



/ 



The College Forum shall hold three regular 
meetings: on the second Wednesday of . September , 
February, and April/ or the Wfedne^day beforer 
spring vacation at the discretion of the Chairman 
of the Forum. The time and place for each 
meeting is to be decided at the'^-first meeting 
of each academic year. Any change from the 
specified time and place must be announced in ^ 
writing to every member of the College Forum <^ 
at least seventy-two hour? in advance of the 
regular ' meeting . . ^ 

A special meeting pr meetings- for the purpose of 
considering actions recalled^ from the College - 
Senate may be called upon 'the notification o^f 

every, member of the College Forum at least 

severity-two* hours in advance as to the exact 
time, place, and agenda. Upon presentation to 
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College Forum Constitution 

• " / ■■ 

the presiding officer of a written request 
specifying, time, place and items of business 
and signed by (^ne-fifth of* the membership 
o£ the College iporura, the presiding officer 
\ must call a-special meeting. The presiding 
./ officer' of tHe Collfege Forum may"^ also call a 

special meeting on his own initiative. 



The first business of the agfenda of any regulaj: 
meeting shall be consideration of the Senate's' 
actions . " 

Any m^bers of the College Community who are 
not entitled to membership infthe Forum, such 
as students anif part-timQ staff, may attend 
meetings of the Forum as' observers * 



•!krticle VIII Procedures * . 

1. A quorum shall consist of all Forum, members 
present . . ^ 



if les§ than 50% of the Forum's members are 
present, only those matters on the agenda 
might be considered. 

» ' ' s ^ ■ 

The parliamentary procedure at meetings of the 
College Forum ^hall be that of Robert's Rules 
of Order Revised « 

^ ■ ' \l 

A parliamentarian shall ^be appointed by the J 

Chairman of the College ^Forum at the beginning 



of each ..academic yea^r. jUhe parliamentarian m^y 
serve more th^ two conjsecutive terms. 



Article IX Amendment 




These 'articles may be /amended at ^ny meeting 
of the College Fcrum toy a two-thirds vote of) 
the members present, /pro vidQd^ that the amendment 
has been submitted ih writing at the previoi^s 
meeting and that a copy of the amendment ha^ 
been provided for eyery member or) the College 
Forum. , " • 
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APPENDIX F 
.SENATE CHARTER 



^Power^ 



A. The Senate shall serve as the executive 
conunittee of the'.Forum and shal.l have 
delegated \o it all of the powers of the . 
Forum except as restricted by this 
charter or by the Constitution of the 
Forum. / 

.Membership ^ ' 

A/.. The Septate shall be composed o'f 30 members: 

The'. Chairncian of the Forum; five administrators, 
" including the Dean of the College; ten students 
ten faculty members, none of whom may be, 
^department 'chairmen; and four department chair- 
■ ^ men. ' y* . , 

B. The Senators shall be elected by the group . 
they, ^directly represent. Each group shall 
establish its own election procedures, 

C. All. Senate members shkll be members of the 
Forum. , . * ^ , 

■ / 

D • The term of e&ch Senator^shall _be_ one year , 

but a Senator may be recalled by a majority 
vote of his constituency*. 

■ .. , ^' ■ . ■ 1 

E. Tlie Senate shall elect its own officers at ' 
^ the first annual meeting. The officers shall 
be Chairman, VicJB-Chairman, ahd Secretary. 

,5, « " . 

Procedures ^ ^ , 

A. The Senate shall have power to formulate 

general princirples and minimutti regulations / 
^ respecting abademic policies, including 

admissiisfns , ^ scliolastic standing, requirem ents ' 
for degrees, teaching loads, calendat, and 
'such related matters' as are" hot' plsewhere 
assigned within thfese regulation^. 

, ■ ) . ' 



• Senate Charter 



r ■ 



B. The Senate may ti^e action* for the Forum under 
the following conditions: 

1. Any action taken by the Senate, must be 
published to, the -members of the Forum 
for a period of ten school days before 
the action itiHy be implemented. 

i 

2. During the ten-day period, recall sheets 
published with the actions ^may be sulDmitted ( . * 
to the secretary of the ^enate. For any 

attion a request for recall^ubmitted by 
^ ' 20 percent/ of .the membe^s^f the Forum* 

will require that the Senate withhold that 
action and bring the matter' in^ question ^ 
before a meeting of the Foriim for its 
consideration. . . ^ 

3 . ^ If fewer- than 20 percent of the Forum 

members register disapproval within the "5 
terl-day period, the actions of tl;ie Senate' • 
will be assumed to have the support of ' , 

, the Foriim and will be implemented. 

*■ « • 

.C. The Senate shall rev.iew actions taken by . 
standing and ad hoc committees. ' ^ 

D. Any member of the Forum m'ay submit iten^s for 

'the agenda of the Senate. These items ipust be .. 
in writing and should be given to the Secretary 
o± the Senate"". ' . ^ . 

E. Any member of the~ Forum may observe any meeting 
of the Senate, and may speak yt> a particular, v 

. agenda item if, ^ at least tj^j^^ days prior to tl^e 
Senate meeting, he has notified the CHairman^^' 
of the Senate of his' desire to, speak to a • 
p^rticu^Iar agenda, item. 

F. Individuals who are not members^ of the Forum ^ * 
may observp any raeeting of the Senate, and may ^ 
speak to a p^irticiilar agenda item if, at least 
three days prior yt6 the Senate meeting, he ha^- 
received the approval of a majority of the 
Seriate officers. 
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- . 7 • • . . 

G. Chairm^ (or appointed representatives) of the 
|- conunittees of the College Forum shall appear . 

before the Senate when committee reports are to 
be presented or when committee actions, are to 
be reviewed. • * 

\ • * ^ • ■ • . 

\ H. The Senate shall meet regularly once a month • 
1 ^duirihg the academic yeail. Sp'ecial meetings ^ ^ 

, may be called by the ptesiding officer on 
I . his own initiative or when petitioned by one- 
fifth of the Senate's membership. A quorum 
shall be twq-thirds. The agend^ of all 
regular and special meetings shs^}.l be published 
and distributed to the entire menibership of the 
College Forum ten days prior to ^hfe, meeting 'of 
the Senate; and the minutes of every meeting " 
shall be published and distributed to the entire 
membership of .the College Forum within (S)ne week 
after each meeting. The minutes shall include 
! a list of the Senators present and absent and 

an indication of how each Senator voted on. an 
issue where division of the House ^is called. 
/ While the aaenda will be the order of business 

, ^or the Senate meetings ^ this will npt preclude 
new proposals of an emergency nature being. ' ^ 
made from" the' floor during^ the meeting| arid 
action being taken on them. Matters birpugh-t 
from the floor not; on the agenda \must have a 
2/3 vote of those present and vot^ng_„.for„pa6sage 

Senate may establish such by-laws as are, 
necessary to govern the proce6|dings of the. 
meeting of uhe Senate. 

J. The meeting fehall be conducted according to* T.. 
Robert's Rul^s of Order Revised . 

- ' • V ^ ^ ' . 
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CHARTER 
OP 

THE ACADEMIC STANDARDS CQMMITfEE 



ARTICLE I 



Section 1 




Section 2 

0 - - 




Membership 



The .Conunittee shall be composed of 
faculty members elected by the College 
Porum; three students nominated the „ 
Student, Executive Council and elected by 
the ^College Forum; the Dean. of Students; 
thev^Regl's^trar; and the Associate Dean of 
^the College. 

/ / ^ ■ ' K / 

Initially, two faculty members shall serve ^ 
a three-year term, twq shali serve a two- 
year term, and one shall serve a one-yedr 
term.^ AJb thp initial election, the two 
faculty member^ ^receiving"^ the la'rgest 
number of votes will serve a three-yea^ ' 
term,' the two receiving tlie next largest 
number of votes wj^ll serve a -t|/o-yeai: ierm, 
' and the one racejiying the next largest 
number of votes will serve a one-yjear term. 
Subsequently, faculty members will serve 
*on the Committee for three-Vear terms. 

The student members will s^rve on the 
Committee for Qne-year"^ terms. 

«. . • ' 
•Faculty and student^ shall be ele^'ted in 
the spring Semester prior to the n^t 
academic yearr ^ " .r ^ ^ 

■ ■■ .' V - - ■ / 

The Administrative niembers will serve -on thfe 
CommittTO^s ex of ficio members . 
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0 Section 3< 



Sec?tion 4, 



When a faculty vacancy occurs > the College 
Forum shall, at the next meeting, elect a 
member of the faculty to fill the unexpirfed 
term. v. 

When a student vacancy ^occurs, the College 
Pq-rum sh^ll, at itte next meeting, elect* 
a student to *fill fljie u^;iexpifed term. 

Membership on the Academic Standards Commit 
begins with the first meeting of the- academic 
year and extends through 'the last meeting 
of the Academic Standards Committee after 
thfej'l^ast summer session of that academic. year 



Section 1 , 



Section 



Section- 3 



Section 4. 



ARTICLE II 
Officers 



s\illl. 



The Committee shlll, at the first meeting of 
each academic year, elect a Chairmanfho serve 
for one year.- Whenever a vacancy shall" 
occur, the Committee shall, |%t ,its next 
-meeting, elect a person to till the unexpired 
term of the' office. / ' 

The Chairman shaS preside at all me€tings 
or appoini^ ano th^~mei^ to preside, may^s 
call^^ecial meetings of the Committ^, and- 
shalfllFupon the writf:en request of t!m 
members of the Committee, ^call special 
meetings of the Committee, and exercise 
other powers and duties normally exercised 
b^( Committee Chairmen. ^ \. « ^ 

Tflfc Chairman or an appointed representative 
maA appear before the College Forum to give 
repqrts. ' - ^ ■ . 

I \ 

The College 'shall, provicfe secretarial service 
to prepare and keep minutes of each meetingr. 
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ARTjECLE 
Jurisdiction^ 



^The -jurisdiction of the Comn^it:tee includes: 

0 ' . 

(1) jrhe formulation of academic standards, 
\ ^' irules^ and regulations for presentation 
tp^ the College Forum for" its' approval, 
- ""arid MdORtion.^ /V . 

^ (^) . The implementation , of rules .and 
regul^ations goyeri>ing academic 
probation (Intermediate Division) ' 
and distnissal.. ' \, • ' / 



(3) ^.The establishment of procedures, f or / 
[' the reinstatement' of former"* students . 

(4) • The cSnsideratioh' of all requestSTrfor 

•exceptions to th^ established ac^emic 
. ; policies,,-' 



ARTICLE 1^4 
Procedures 



A quorum ^hall' consist of six members of the 
committee when concerned with. College Policy 
A quorum shall consist of four meai^ers when 
concerned with individual student/ records . 



All changes and additions to policy matters 
within the .jurisdictioii of the Committee 
concerning academia standards shall; be 
brought before * the College Pbrum' for ' " ' 
c\pproval. 

The Committee will establish its own r 
dpera t i on al pro cedur es , i HncludingH^eeting.% 
times, erfrly in each^ academic year and any 
time thereafter when nece^ssajqy, .^^ ^ 



.... . • f» 



Section 4. Student members shall ^participate fully 

in all meetings other than thq,se which, pertain 
' ^ to the review and evaluation .of individual 

student records. 



Section 5.7 All members of the Committee shall be voting 
members . - . ' 

Section 6. Matters concejcning college academic policy 

wi be discussed during the /regular academie 
year when all members are available. 



.ARTieLE V 
Amendments 



This charter may be amended at any meeting of thje College 
Forum by a majority vote of the members present/ provided 
that th^ amendment has iDeen submitted in writing at the 
previous 'meeting and. that a copy of the afnendment has been 
provided for every member cf the College Forum. ' 



CHARTER 
OF • 
• ADMISSIONS COMMITTEE, 



I 

ARTICLE . I 



r 

Membership ^ 



The Committee shall be coiSposed of the 
Associate Dean of the College, a member of 
the D^an of Students staff, to^ be appointed 
by the Dean of Students for /pne year, three , 
students, the Dean and Director of Admissions 
and five faculty memlbers elected by the * , 
College Forum for a term of one year. The ^ 
\facaity members may be reelected for 
successive terms; 1 " 

The Office of Admissions shall supply ,a 
non-voting recorder to keep' the minutes pf 
the Committee#vand\to record the action taken 
by the Committee in the appropriate student • 
folder. ^» ^ • . ^ ' ^ 

ARTICLE II 

O^j-ce^rs >. ' 

The/coMiitte'e shall, at the first meeting 
of /eacn academic year, elect a chairman to 
serve for that academic year, except that 
leneve'f a vacancy shall occur, tlhe 
>mmittee shall, at its next meeting, elect 
"person to fill the unexpired term of the 
^office, ^ • . • ' ^ 

The JM^i^rman shall preside at all meetings 
or HP^int another committee member to 
preside, call special meetings 'of the 
Committee, and exercise other powers and 
duties normally exercised by committee 
chairman. 1 

Thp Committee may establish other .of ficers 
o.r ' • subcomanittees • 

■X ^ i2,a- ; ' ' 



. 1 
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ARTICLE III . ^ 

. ' Jurisdiction , 

Section 1. The jurisdiction of the Committee shall 
extend to: ' 

'a* The establishment of general standards 
of admission for all full-time undergraduate 
, students within the guidelines for admission 

made by the Board of Trustees of the" State 
Colleges of Maryland. 

^ • ' 

b. The establishment of general standards- 
of admission for all part-time undergraduate 
students,- All poliqy decisions must be 

; reported to the College* Senate for considera- 

tion and approval, 

c. All other matters pertinent to .the 
admission of undeirgradvate students • 

ARTICLE IV 

Procedures 

Section 1.'' A quorum -shall consist of five members of 



/ 



the Committee, 



} 



Section 2. The Committee shall be a policy-making ^ 

Committee and will jiot need to render : 

a decision on each aipplicati^on receivfed'^ 
' by the Office of Admissions except when the' 

OffiQe of Admissions iis unable to effect an 
appropriate admissions decision and requests 
a decision to be made by the Committee 
itself. ' % " . 

Section 3. The^'Committee may from time to time 

' establish procedures not inconsistent with 
"^^the admission standards of ^full- or ^fiart- . 
time undergraduate students • 
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Section 4l Student members shall participate fully 
in all meetings other than those which 
f pertain to the review and evaluation of 
student records. / 
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ARTICLE V 
> - Amendment Procedures 



This ^charter may be amended at any meeting of the College 
Forum by a majority of the members present provided; that 
the amendment has been submitted in writing at. the previous 
• meeting and that a copy of the amendment has been iJHrovided 
for each member of the College Fqrumv^ - 
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CHARTER , - . . 

OF 

ATHLETIC AC^^EVITISS COMMITTEE 



ARTICLE I 
Membership 



\ 



Section !• The Committee shall be comppsed of the Head 
of the Department of Health and Physical 
' ^ Education; Associate Head, Department of 

Health and Physical Education; four faculty 
members . (who are neither members of the 
Department of Health and Physical Education 

/ nor coaches at the College) elected by the - 

Forum, 'two for two-year tarms and two for 
one-year terms; two students elected by the. 
Forum ^and an exofficio. member of' the Dean of 
Students staf,f to "^e appointed for one 
year. Whenever a vacancy or vacancies 
shall occur among the members, the Forum 
shall at the next meeting, if possible, elect 
new members to serve the remaindier of the 
unexpired term terms. 

ARTICLE II 

Officers , . 

Section 1. The Committee "shall , at the first meeting 

. of each academic year, elect a chairman and 
a secretary to sferve terms of one year, 
respec^tively , except that whenever a 
vacancy shall occur - in either or both offices, 
the Committee shall, at its next meeting, 
elect a person or persons to fill the 
unexpired term or terms of the officer or 
officers . 

t. 

Section 2. The Chairman shall preside at all. meetings 

or appoint another member to preside, may call 
■ special meetings of the Committee, and 
~ shall, upon the written application of 'two 

{ . . ■ ^ . , ■ 
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members of the Committee, call special ^ 
^^etings of the Committee and exercise 
other powers and duties normally /^exercised 
by ^committee chairmen. 

Section 3. The Secretary shall prepare and keep the 
minutes of /each meeting, silbject to the 
^ approval, of the Co'mmittee ^t the first 
convenient meeting, and exercise other 
< powers and- duties normally exercised 
by committee secretaries,^ 

Section 4. One of the faculty members shall be 
elected by the Committee as "Faculty 
Represenrtative" to perform tasks required 
by the A* I. A. and similar accjt?editing 
. ^ . ° agencies . . " 

Section 5. The Corfimittee may establish other officers 
or sub-committees . 

ARTICLE III. J 

Jurisdiction ^ 

/ . 

Section J. . The jurisdiction .of the Committee shall 
extend to: 

1) iTiaki-ng of recommendations to the Forum 
on matters pertaining to the intercollegiate 
and intramural apiletic programs, for men 
and women, ' 

c 2) the approving of intercollegiate sports 

schedules, awards, eligibility lists and 
post-season and tournament play. 

3) the overseeing of the usage of athletic 
physical plant facilities. 

4) the making of recommendations on program 
^^d* physical plant expansion with regard to 

air intercollegiate and intramural sports^ 
activities. . 
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5) the reviewing and making of recommendations 
concerning the intercollegiate and intramural ^ 
athletic budgetary policies. > . . 

6) ,all other matters that the Forum shall deem 
appropriate to assign to the Committee^ 

.ARTICLE IV . , ■ ^ 

' Procedures ' " 

Section 1. quorum shall consist of \six members of 
f the Committee. 

Section 2. All matters within the jurisdiction of the 
Committee shall be sulxnitted to the Forum, 
which may approve, amend, or i;eject 'each ^ 
action at a regularly scheduled meetingNpr ' 
at ap special meeting. 



Section 3. The fCommit%:ee may establish procedures not 

inconsistent with the procedures est^lished 
herein. ^ • . / 

ARTICLE V 

Amendments 

The Forum may propose amendments to this Charter at any 
regularly scheduled meeting, which shall be valid when v 
they have been ratified by the Forum at the next regularly 
scheduled meeting. • ' ' 
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CHARTER 

OF ^ ' 

BUILDINGS AND GROUITDS COM^aTTEE 
r 



j ARTICLE I 

i 

^ Member ship 



i 

^ !■ 



Section 1 



The Gommittee shall be -composed ,pf five 
faculty members and- one student, all elected 
by the College Forum, with the President 
. . of the College and the Head of Mainteriance 
serving as, ex officio members. Three [of 
the faculty are to be elected fo^-, a one- 
year term and' two for staggered or / . 
alternating °two-yeajr term6. The student 
• member is to be elected for a one-yeax terltir 
■ .' ^ ' '■ "I ■ 

ARTICLE II 

Officers/ 

./■ 

Section 1. The Committee shal-l, at the first me'eting 

of each academic year, elect a chairman and 
a secretary to serye terms of one year, 
respectively, except that Whenever k vacancy 
shall occur in either or both offices, the 
Gommittee sh^ll, at its next meeting, elefct 
a person or persons to fill the une'xpire? 
. term or teicros of the office or off dicers. 

Section 2 



The Chairman, shall preside at a}.l ijneetings 
or appoint another member to preside, may 
^call special meetings of the Commilttee, . 
and shall, upon the written appliciation 
of two members of the Committee, Sail 
special meetings of the Committee J and 
exercise other powers and duties formally 
exercised by committee chairmen. 



"Section 3 



The Secretary shall prepare and Weep the 
minutes of each meeting, subject to the 
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approval of Ihe Committee at the first 
convenient, meeting, and* exercise other ^ 
powers and duties normally exercised by 
crommittee secretaries, 

ARTICLE III 

'Jurisdiction' 

Section' 1. iTie jurisdiction of the Committee shall 

extend to z • - 

1) making recommendations to the Department 
of General Services and the State Board of 
Trustees upon tJhe location of buildings, 
athletic' fields and parking lots, 

2) approve the naming of new buildxngs • 

3) check the plans of pro'^osed buildings as 
to architecture and functiemal design.^ This 
should be done in conjunct^n with the 
department concerned • 

^ . . • ♦ 

40 to help promote an" over-all landscape 
plan for the college. ^ > . * 

/ ^ , ■ ■ 

5) to help implement the long range plan of 
the College as suggested by Caudill,^ Rowlett 
and Scott or where necessary suggest 

, alteration in the plan* ' • 

6) and to all other matters that the College^ 

; - Forum shall from time to time deem appropriate 

to assi^gn to the Committee. 4( 

7 



ARTICLE IV 
Procedures 



Section 1. A quorum shall consist of five members <^f 

the Committee. ' t . 

Section 2. A meeting of the Committee may Ibe called 

at any time deemed necessar;/ by any department 
the "Forum or the administration. 



Section 3. Ml matters requiring College Forum approval 
shall be brought before the Forum.- 



Section 4/ 



The College Forum may suspend, alter, or 
labolisK the procedures herein established at 
any regularly scheduled meeting , or at a 
special meeting .called upon rtotice of two 
class days. 



Section . 5. The Committee may from tine to time • 

establish procedures not inconsistent with" 
the procedures 'established herein. 



ARTICLE V 
Amendmen'ts 



The College Forum fnay propose amendments to tills Charter 
at any regularly scheduled meeting^^ whi^ shall) be valid 
when they have been ratified by the CollSige Forum at the 
next regularly scheduled meeting. 
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CHARTER 
OF 

CURRlCULtW COMMITTEE 



. . ^ ARTICLE I V 

Membership 

^ Section 1, The Conung.ttee shall be composed of the * 

Dean of the'^tlo liege, ex officio, five faculty 
members, and two studehts, in good academic " 
standing, elected by the Forum, 

Section 2. Three faculty members shall serve for three 
- year terms, two faculty members shall serve 
forgone year terms, and the two students 
shall serve for one y^ar terms. One faculty 
, three year term will. become vacant annually;* 
at the annual election, the faculty member ' 
receiving the largest niomber of votes will 
fill that three year term and th^ two • faculty 
members receiving ^the next largest number 
- / will fill the one year terms. The faculty o 

— members elected to the Cii'rriculum Committee, 

shall, as closely as possible, represent all 
■ ^ ■ ' ' . areas of the academic communityv. 

Section 3. Whenever a faculty vacancy occurs,. the 

^ College Forum shall, at its next meeting, 
elect a member to^ 'fill the vacancy; the 
procedures in Section 2 shall be used • 
.in case of multiple vacancies. 

Whenever a student vacancy occurs, the Student 
Association, at its next meeting shall elect 
a student to fill that vacancy. 



< 



ARTICLE II 



Officers 



Section 1.. The Committee sljall, at its first meeting of 
each academic year^ elect a chairman and a 
* ' . ^ - • .... 



secretary each tc> serve terms ,of one ^ear/ 
except that whenever a vacancy shall occurV 
the Committee shall, at its next meeting, 
elect a person to fill the -^unexpired term 
of the office. 

a . » 

Section 2. The Chairman shall preside at all meetings 
or appoint another member to preside ^ may^ 
call special>meetings of the Committee, * 
and shall, up^n the written application of 
two m^embers of the Committee, call special 
meetings of the Committee, and exercise 

, other powers and .duties^ normally exercised 

/ by committee chairmen. ^ 





Section 3. The Secretary shallTprepare and keep the 
minutes which are subject to €he approval 

of • the Committee, and exercise other powers 

and duties normally e^cercised by committee 
secretaries •» [ 

section 4. 'The Committee .may establish other officer^ 
or subcommittees. 



* ARTICLE III 

Juris^bxition 

Section 1. The :jurisdiction of the Committee, as - \ 
. restricted under Article IV, includes: ^ . 

1) the establishment, retention, numbering, 
titles and descriptions of ^11 undergraduate 
* courses and to all other matters relating 

thereto, but not to the prerogatives 
traditionally reserved to the instructor 
or instructors of any course; 

,\ 2) the requirements for the granting of 

bachelor degrees; * ' 
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'Sec|tion !• 



Section 2 , 



X 



Section 3, 



3) the establifthmerit and retention of ^11 
major and minor programs;/ 

4) * and to all other cur'ricalar matters tTiat 
the College Forum shall from time to time 
assign to th,e Committj|^. 

ARTICLE IV ' ' 

Procedures * ^ 

A quorum shall "consist of five memf)ers»of 
the Committee/^ , • ' . g 

^ • " • ' ■ • " . ■ ' ■. 

, All matters within thei 'jurisdiction of the 

Committee, sh.all De brought before the Forum 

meetings by the Committee within a period of . 

30 days after which time tl^e Committee may be 

directed by tHe Fprum to t^e action on any 

outstanding m^ter and to report to the 

Forum at its ^nBxt regular meeting. 

All matters within the jurisdiction of the 
Committee concerning a specific department - 
shall be brought to the Committee by the 
Heaia of the Department concerned; except 
that whenever a member of a concerned ' • 
department shall have submitted a written 
request to his department head that a matter 
be brought iDefore the Committee and within ^ 
ten class days the departmeuit head shall not 
have requested in writing that t;he sameT^ 
mattejc be placed before the. Committee , the 
said member of the concerned department may 
place the matter before the ^TCommittee 
directly; and except further that the Forum, 
any member of the. Committee, or the 
President of the College may refer any 
matter within the jurisdiction of the . 
Committee to the Committee. ^ 
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Section 4, HCt;^ions of the Coiturfe-ttee shall be 

" reported to the Forum. In the case,, of 
matters requiring the approval of the Board 
of Trustees, actions of the Committee shall' 
^ be^ submitted to the President of the College, 
who shall approve or reject each such action 
within ten clas^. days after the Forum has .. 
approved the aqtion and shall report his 
approval or rejection to the Forum at the ^ 
next regularly/ scheduled meeting. The 
Committee, upon recommendation of a department 
chairman, sha/11 have the /responsibility of 
approving nev/ courses, new prerequisites for 



courses, changes in prerequisites for courses, 
and ,the hours of credit given foir courses^, 
in that department. The Committee shall 
report briefly its action and the reasons 
therefore, to the Forum at the next regularly 
scheduled Forum meeting or at' a special 
meeting called upon notice of twq class 
days^. ^ The Forum may then question the Committee's 
decisipn, and may amend or overrule the 
Committee's decision by majority vote. The 
Committee alone may vxaive degree requirements 
in extraordinary circumstances. During the 
. ' "tin^^ period between tlie and of the - spring 

semester and the beginning of the fall • ^ 
• semester 'the Dean "of therCq\X^^ aldne may 
take' action in emergency situations to permit 
new course (s^) to be taught during the upcoming 
semester. He may authorize the teaching of 
such courses for that semester only . Before 
such action .is taMen, the department concefrned 
/ siiall submit the standard request for the new^ 
course to be considered by the Curriculum 
Committee ^t the Beginning of the fall 
semester. ^ ' ^ , 

Section 5. The Forum may suspend, alter, or abolish 
V the procedures herein established at any 

^regularly scheduled meeting or at a special 
meeting called upon* notice of two class days^ 
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|Sectioh 6. The. Cbimnitfee may from time to time establish - 
t ' ' procedures not yi-ri^^orisistent? with the 

procedures established herein. 

Section ?• All members of. the Committee shall be voting 
^ members . 

ARTICLE V 

Amendments ^ • 

• The Forum ma^^ propose amendments to this Charter at any 
meeting, which shall be #Valid when they have been. ratified 
by 2/3 of the S'orum at ^he next meeting* 
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CHARTER 

OF THE \ ^ 
FISCAL COMMIOTEE 



ARTICLE I 



Purpose 



Section 1 



The purpose of the Fiscal Committee is to 
make recommendations to the President of 
the College, the Dean, and/or the Forum on 
fiscal matters: concerning the instructional 
programs'* o£ the College,. 



ARTICLE II 



Section 1 



Section 2, 



Section 3 



:^ Membership . 

The Fiscal Committee shall be^compbsed of 
seven full-time members of the faculty, 
two. of. whom shall be members j^f the Graduate 
Faculty, the treasurer (ex officio) of- the 
Student Assoctation^or )\is designated 
repreisentative, and Jbhe Vice President fbr 
Business and. Finance (ex officio) • 

The terms of office of facitty me|nbers 
shall be two years. Three faculty; meipbers 
shall be elected in odd numbered yie'ars , and 
four faculty members • shall" be elected in 
even numbered years. The student representa- 
tive shalj....be selected for a one yjear term 
and may succeed, himself Faculty members 
shall seirrve no mdre than two Consecutive 



terms on 



the cbnmiittee . 



At thei 'f ij^k^;;me^^ pf each academic •• 



year. 



a vice-c 



itte^e shall elect a chairman, 
an^ and a secretary to serve 



for one ye^ar./ jC^fficets may succeed themselve 
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ARTICLE III 
Jurisdiction 



Section 1. The Conunittee shall consider such fiscal 
matters presented to it by the President 
of the College, the Dean^ the Forum, or 
individual members of the Forum as concern 
the instructional programs and other 
programs which impinge upon instruction 
' at the College. ^ - 

• • * " . ■ ^ ■ ■* 

Section 2-. The Committee' shall recommend to the 

President of the College, the Dean> and/or ^ 

. , the Forum such. budgetary actions or policies 

* as the Committee deems- to be -^in the. best 

interest of the College's instructional 

programs . 

Section 3. The Committee shall have access, through 

the President of. the College, to pertinent 
information and data concerning operating 
budget requests and allowances, except . 
that no salary of an individual shall be 
, available to the Committee without the 
written consent of such person. 



^RTICLE"-IV 



Procedures . 



Section 1. The Committee shall meet at such 'times as 

*a majority of its members detemine, ox upon^ 
the call of its Chairman, ^Vice-Chairman, 
, the President of the College, or the Dean. 

Section 2.. A quorum shall consist of a majority of. v^the 



members of the committee. 



ARTICLE V 
Amendments 



This Charter « may be amended under the provisions of the 
Constitution of the College Forum. . \ 
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CHARTER 

. OF 
■ . . LIBRARY COMMITTEE ■ 

ARTICLE. I "k./^ i. . * .\ 

<h Membership >,r 

The committee shall consist of a 
representative elected from and by each 
department, a s'6adent represerjitative from' 
each of .the four ©lasses, a graduate 
student representative, and th^ Director 
of the Library ""ex qfficioi The representa- 
tives shall be elected for a oner-year term 
within three weeks from the beginning of 
the acadeniic year. ' ^ ^ 

, * ' _ -t ■ . 

ARTICLE '.II 

\ Officers 

The Committee shall, at the first meeting 
of each academic ^year,. elect a chairman , 
and a secret.ary to serve terms of one^ 
year, respectively, except that whenever 
.a vacancy shall occur in either or both 
offices, the committee shall ^. at its next 
meeting, elect a person or persons to fill . 
the unexpired tern or terms of the officer 
or officers . , 

The Chairman shall preside at all meetings / 
or appoint another mien±)er to preside, may 
call special meetings of the ^ committee and 
may exercise other powers and duties normally 
exercised 'by committee chair:ia'en. 

The Secretary shari prepare and keep the 
minutes of each meeti.ig, subject to ^the 
approval of the commiti^ee at the'* next meeting 
and exercise other powers and dutiee normally, 
exercised by committee secretaries.. 

The committee may establish other officers 
or subcommittees." - 

' . : I \ 
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ARTIGLE III 



Jurisdiction - / ■ 

Section 1. The comrnittee shall study the needs of the 
Library in relation to the academic prqgram 
and advis.e the Director of the Library or.^ . . 
matters of general library policy and 
service, on the development. o,f library ' 
^resources, and on the best means to relate 
, the library program to academic activities. - 
V.,^ ,\ The coiTimittee serves as a liaison group 

^ ^ between the academic community and the ' ^ 

. ^ Director of the Library. 

ARTICLE IV \ ^ 

^ Procedures 

Section 1. The Director of the Library shall act as' 
Chaitrman pro tempore to call the first 
meeting of the academic year and to preside^ 
over ,the. election of officers. . 

Section 2. The Committee shall meet once a month; the 
day to be determined at the first meeting 
of the academic* year. ^ ^ 

Section 3. All: matters within the jurisdiction of the 
_ ^ • committee shall be brought before meetings 

by its members for discussapifi and recommendatio 



Section 4. Iteifis -to be discussed at any given meeting 

shall be^'distributed in advance to committee 
members . ? ■ . 

ARTICLE V ^ * . 

Amendments 

Section 1. • Any member may propose an amendment to this 

' charter at a regularly scheduled meeting. 
^ ^ The amendment shall be validated at the next 

regularly scheduled meeting ^by/a majority 
' ^te of the committee. ^ - ^ \ 

ARTICLE VI 

Implem^^ntation 

This charter shall becane effective when approved by the 
College Forum. V i or; 

1 d I 



CHARTER 

OF ■ ' 

NOMINATING COMMITTEE 



ARTICXiE I 



Section 1 



Membership 

The Committee shall be composed of f^ve 

members of the Forum elected at large by. the 
Fornm for one year terms. At least ^one of 
the members shall be a student. Each year 

one member shall be elected for a two-year 
term. ' • ' 



Section 2., 



Section 3. 



VFhenever a vacancy or vacancies occur, the 
Forum shall, at its next meeting/ elect 
member or members to fill . the unexpired *^ 
term or terms . 

All elections to the Committee shall follow 
the Forum's rules concerning elections to 
committees. _ . - 



Section 1 



Section 2 



Section 3, 



ARTICLE II 
O&Eicers 

The Committee shall, at . the first meeting of 
the academic year, elect, a chairman, 'if a 
vacancy occj^^es^in this office, the Committee 
shall, a t/^s^ext. meeting, elect another 
member as ^<^^ii?rnan. ' ^ 

The chairman shall' exercise all powers arid 
duties normally exercised by committee 
chairmen and committee . secretaries . 

The Committee may establish other offices or 
subcommittees. 
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ARTICLE III 
Jurisdiction 



Section 1. It shall be the function of this coirunittee 
/ to provide a islate;of candidates for all 

elected'- positiong^within the Forum and its 
s£*anding commi€?ees. 




Prepare ballots for any elections to 
be held by the College Forum. 

B. Distribute and collect such ballots 
at Forum meetings. 

C. Compile the results '-of such^electioris , 
'and report the r/esults to theJ^arum. 

D^^Collect and compile the results of 
any "mailbox" elections, and repbrt 
such results to the Forum. V 

I \ : 

Section 2. The Committee ^hall , when requested, provide 
a slate of candidates for ad hoc committees 
of the Forum. , ' 

/ARTICLE IV- ^ 

I Procedures 

Section 1. A quorum for any ^neeting shall consist of 

three members of the Committee present and / 
voting. . ' ^ ^ r— 

Section 2. A meeting of the CommiJ:tee jnay be called 
at any time necessary. % 

ARTICLE V , 

Amendments 

* 

Section.!. Amendments to this charter ^il^ follow the 
procedure in Article IX of the Constitution 
of the Forum except that only a majority vote 
. will be required. • 
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'Section 1 



.CHi¥RTER 
01 

TEACHER EDUCATION COMMITTEE i 
ARTICLE I 
/ Membership 



The Committee shair' be composed of the 
following members 



A 
B 
C 



D. 



The Dean of the College! (ex officio) - ' 
Head of th.e Education Department (ex officio) 
Two members from the Education Department; 
one representing the a r lea of Elementary 
Education and one representing the area 
of Secondary Education jto be electejd for ^ 
two-year terms on a rotating basis by' 
the Forum. ^ i • ' ' 

Four students; I , 

(1) ^^ one representing the. college at 
large, one frorh t)ie area of Elementary 
Education and one from I the area of • 
Secondary Education to I be elected fc^ 
two year terms on a roi:ating basis by 
the Forum. / 

(2) the President of the Student 



ex officio) . 



Education Association 
Six.^ members representing the faculty at 
' large to be elected by | the Forum for two 
' year ,terms on a rotatirig basis. 
Whenever a vacancy or vacancies shall 
occur among the electedij members, the ^ 
Forum shall, at-^the nexjt regularly. 
scheduled meeting, elec|: a member' or • 
members to the unexpired term or terms, ^ 
an^ except further that jwheneyer in a 
subsequent ' election thei^e shall be more 
than one --vacancy, the ^drson receiving 
the largest number of votes shall be 
'elected to the longer orWongest term, 
the persoh receiving the Wext largest 
number of votes, shall be elected to the 
remaining or next longest\ term, and if 
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a vacancy still exists the person 
receiving the next largest number of 
votes shall be elected to the remainihg 
term. 

• . ARTICLE II 

: . , c - . ■ 

Officers 

Section 1. The Committee shall, at the first meeting 

of each academic,, year , elect a chairman and 
a secretary to serve terms of one year/ 
respectively, except that whenever a 
• vacancy shall occur in either or both 
offices, the Committee shall, at its / 
next meeting, elect a person or persons ' 
- to fill the unexpired term or terms of the 
office or officers. 

Section 2. The Chairman shall preside at all meetings 
, or appoint another member to preside, may ^ 
call special meetings of the Committee, 
and shall, upon the written application. of 
twp members of the Committee, call special 
meetings of the Committee, arid exercise 
other powers and duties normally exercised 
by committee chairmen. 

Section 3. The Secretary shall prepare' and keeJ the 
minutes of each meeting, subject to the 
approval^ of the Committee at the first 
: convenient meeting, and exercise other 

powers and duties normally,; exercised by 
committee secretaries. 

Section 4. The. Committee .may establish other o:fticers 
or subcommittees. 

* . -7 t - 

■ : ARTICLE III 

1? 

Jurisdiction • 

Section 1. It shall be the function of this committeej 



^3 . 



4. 



5. 



To formulate and revise the goals of 

the Teacher Education Program at Frostburg 

State Col3^ege consistent with the overall 

philosophy of the College. 

To formulate, revise and approve the 

admissi^on and ^ retention policies, the 
. curricula, and graduation requirements 

of the Teacher Education 'Program, subject 

to the approval of the .Forum. 
• To coordinate the involvement of 

academic departments in the Teacher 

Education Program. 

To serve in an advisory capacity for 
students ^ ^ - . 

To consult tegularly with officials of 
county school systems and of the 
State Department of Education to maintain 
effective communications with such 
agencies. it is highly suggested that 
representation from the Allegany County 
School system and Allegany Community 
College be invited to participate with 
this group when discussing certain 
matters. An invitation should be extended 
to other school systems in- proximity to 
Frostburg 'State College. , 



ARTICLE IV 



'Procedures 



Section 1. A quorum shall consist of a majority. 



Section 2 



\ 



All actio^ of the Committee that fall 
within the jurisdiction of another committee 
shall be submitted to that Committee for 
approval or recommendation for modification 
and reported to the Forum. 



Section 3. All matters within the jurisdiction needing 
approval shall be brought before the Forum 
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which shall approve or return to the Committee 
for modification; matters not needing approval 
shall be reported to the •Forum, { 
< 

ARTICLE V ^ 

. - •. - - 

Amendments 

The Forum may propose amendments to this Charter at, any — 
regularly s^cheduled meeting, which shall be valid when 
they have been ratified by the Forum at the next regularly 
scheduled ^meeting; . . 



CONSTITUTION 
^-v OF THE ^ * \ 

FACULTY SENATE OF 'TEE STATE COLLEGES OF MARYLAND 
(as adopted by"^ the Board of Trustees; of tlve ^ 
State Colleges on July' 21, 1969) . 



In order to provide for participation by the faculties of 
the Maryland State Colleges in the ^oxmulation of ' systemwide^ 
policy relating to the colleges , there -is hereby' created 
tWe, Faculty Senate of the State Colleges of Maryland (hereinr- 
after referred to as "the Senate") . * • ' ■ 



ARTICLE 
f 



Section 1, Purpose 



It shall.be the purpose of * the. Senate tS serve as the officia 
voice of the faculties of the Maryland State Colleges. in 
matters of systenwide concern; to consider matters concerning 
systemwide '.policies and to make recommendations thereon to 
the Board of Trustees ; and to assume such responsibilities 
and^perform such functions as may be delegated to it by 
the Board of Trustees of l^he State Colleges. 

\ ^ ARTICLE II 

c 

Section 1. Eldgibility to Vote ^ 

All full-time members of the faculty at each , college shall 
be eligible, to vote in elections held for the purpose of 
"electing or recalling Senators from that college and in 
elections held for any of the purposes set forth in 
Article' V, Section 1 and in Article VIII, Section 2. 

Section 2. Eligibili-ty to Serve as a Senator - - 

Any full-time member of the faculty of a college^ shall; be 
eligible to serve as a Senator from tha^ colX^ege . r 

Section 3 . Membership . 

. * '-' 

The membership of the Senate shall consist of: 
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(a) two Senators elected from each college^ 
regardless of its size; and • 

(1^) one additional Senator elected from each 
college for every two hundred faculty 
members or fraction thereof beyond two 
hundred in such college . , 

Section 4, Representation for New Colleges 

■ • • < ■ 

The faculty for each college newly incorporated' into the 
state college system sha^Ll elect its ^^irTS^fvo ting Senators 
in the spring of the college's first academic year following 
its incorporation into -the.„-3y stem At. any time after 
incorporation of thejsoTlQgeTaTnd prior to the time the 
voting Senator sjfe^]<e office, the faculty of the college may 
send a nonr^vtJ^ing representative to meetings of the Senate. 




ction 5. Elections 

'^Senators from each college shall be elected by a majority 
of the votes cast by "the faculty of such college. In any 
year in which an election shall be held at any college, 
the election results ^shall be certified ^o the chairman 
of the Senate and the\Board of Trustees by the president 
of such college on or (before May 1; and. the Senators shall 
take,^office on or before June 1. ' - 

Section 6. Terms of Office 



A Senator shall be elected to server a term of thtee years, 
except that the Senate shall establish the| length of the 
initial term of each Senator at tl>e first meeting of the 
Senate. The Senate shall est abolish at that meeting 
•appropriate procedures whereby approximately one-third 
of its members shall be elected each year. ^ Senator 
shall be. eligible for reelection with the . restriction 
that at least one year must elapse between the end of 
his second consecutive full term and •bhe beginning of a 
third full term. - 
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Section 7. Vacancies , „ , 

■ ' ■ ' • ' . ' '^■^ 

in the event that ai\ elected Senator ^hall be abseil for 
one semester or longeV, the faculty, of his college shall \ 
-elect a substitute whoXshall ' serve for him during his , 
absence. In the event that an elected Senator shall die. 
or resign from tfte faculty of his, college or from the 
Senate, the faculty of hiA college shall elect a successor 
who shall serve for the renkainder of his term. 

Section 8. Recall of Senato 

A Senator may be recalled by' a\.faculty of a college if, in 
a special eletition held for such purpose, a majority of 
the full-time members of the faculty of such college vote 
to recall him. In such event, a successor shall be„ elected 
who shall serve for the remainder, of his term. 




Section 9. Facul^ty Defined 

As employed iri this Constitution, the term "pculty" shall, 
mean that group of persons at each individual college 
which are recognized at such college as corfstituting the 
faculty thereof. . . 

, ARTICLE III 

Sectilon 1, Names of Officers 

Th.ere sl^all be a chairman of the Senate, and such other 
officers shall be specified in the By-Laws. 

Section 2. Duties o f Officers 

The time and manner of election, the /length of terms and 
the duties and 'responsibilities of o^icers shall be 
specified in ^he By-Laws. ' t . , 



ARTICLE 



Section 1. Meetings , ' 0' 

There shall be at least four meejblngs of the Senate durihg 
each. academic year. Additional meetings may be convened by 
the chairman of t^e Senate, or by procedure which shall be 
specifUeid by the By-Laws.- 

If . . I - . 



Section 2. Voting „ 

A quorum shall cbnsist off-a majority of the membership of 
the Senate* Action shall Require the approval of a majority 
of those present and voting. Voting by proxy shall not be 
permitted. ^ 

ARTICLE V 

Section 1. Referendum \ 

Any recommendation adopted by the Senate shall be referred to 
the faculties^ of the Maryland State Colleges when resolutions 
requesting such a referendum are adopted by a majority vpt.e of 
the faculties of at least one-third of the colleges, or when 
forty percent of the membership pf the Senate supports a 
motion for sudh a referendum* Approval of recommendations 
so referred shall require a majority of the votes cast ^ 
in a systemwide balloting held for such purpose/ provided 
that forty percent or more of the electorate qf each college 
participate in the balloting. " ' 

^ ARTICLE VI 

Section 1. Communications with the Colleges ^ 

In order to provide adequate^ communications with faculties 
of the several colleges, the Senate shall circulate to the 
faculties and to the president of each college materials 
relevant to the activities of the Senate, such as agenda 
for and minutes of its meetings, committee reports and 
information on pending matters 

Sectioi^^ 2* Recommendations o% the Senate u 

All recommendatxons of the Senate to the Board of Trustees 
shall be. in writing and shall be forwarded to the Board of 
Trustees at its principal office or at such other place 
as the Board of Trustees may designate. " 
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. ARTICLE VII 



Section 1. By-Laws 



\ 



The Senate may adopt By-Laws consistent , with this Constitution 
provide foi coinmittee,s , and establish its own rules of • y 
procedure. - , . 

Section 2. Rules of Order • « ' 

Unless otherwise provided in this Constitution or in the 
By-Laws, the rules contained in I^bert's Rules of Order 
Revised, as copyrighted in 1951 by Isable H. Robert, shall " 
govern the procedures at and the conduct of the meetings ' 
of the Senate and its committees. . 

■ ARTICLE Vlil 

Section 1, Amendments ' J ' ' 

Amendments to this Constitution may W proposed by the Board . 
of Trustees, or by a resolution adopted by a majority vote 
of the faculties of at least one-third of the several colleges, 
or by a majority of those present and voting at a meeting of 
the Senate. . . ^ 

* . ■ ft 

Section 2. Ratification of Amendment 

Ratification shall require a majority of the total vote 
cast in ^ systemwide referendum and a majority of the votes 
cast at each of a majority of the colleges, provided that 
forty percent or more of the electorate at each college 
participates in the balloting. ^ 

Section 3. Adoption of Amendments 

Amendments shall becortie effective upon ratification by 
the faculties of the several colleges as stipulated in 
Section 2 .above, and upon approval by, the Board of Trustees. 
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ARTICLE IX 

* t 

Section 1, Adoption » ' 

This Constitution shall become effective upon adoption of 
same by action of the Board of Trustees. ^ 

Section 2. Term \ 

Once adopted^ this Constitution shall remain in force ^Qd 
effect, as "amended from time to time in accordance with 
the provisions of Article VIIl^ until such time as it is 
terminated by law or by action of the Board of"Tru3tees, 



• A-' 
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^ THE HUMAIjJ I'lm ANIMAL RESEARCH SUBJECTS COMMITTEE 
• . - * t 

Purpose ' - 

Although competent^ investigators strive to protect 
the rights, and'welfare of their subjects, it. is not always 
possible for .even the most ethical investigator to foresee 
all of the important ethical implications of^ his research. 
Competent investigators recognize the possibility of , " 
personal bias 'in judging their own ^ research and they 
are genially aware of the value of review by other, 
qualified persons- who are not personally involved in '' 
the -^^-esearch. If such is true of objective methodology," 
theil review independent of the investigator is all the \ 
more necessary where ethical considerations are conceriled/\ 

Therefore, a permanent committee competent tp review 
plaM of investigation involving human and live' animals 
has (been established in order to insure adequate safe- 
guards of the rights and welfare of subj^qts. This -v 
committee shall be called'' the Human and Animal Research 
Subjects Committee (HARSC) and shajl <;onsist of facility 
members appointed by the D^an'of the Collegewho shall 
also serve as ex-officio member, 



Orqarrxzation of the Committee " ' 

The committee must be composed of sufficierit 
iipmb6rs with varying backgrounds to assure complete and' 
adequate' review of the research. The membership should 
possess not only broad specific^ competence to comprehend 
i:he nature of the research, but also other competenciesi 
necessary in the judgments as to acceptability of the 
research in terns, of ihstiitut ional. regulations,, relevarvt 
law, standards of professional practice, and community 
acceptance. The committee's maturity and experience 
should be such as to justify respect for its advice and 
counsel. " . 

. ^ . '.-^ ' ' ' ' . ' ' 

If a research proposal is sulaaitted by a researcher 
whose area of specialization is not represented on the 

' V 




committee', a suitable representativje wi-11 be selected 
to serve while reviewing the ^proposal . If the area of 
specialization can reasonably be expected to 'produce 
other proposals, the Dean of the College will be 
advised to add a permanent representative from that . 
specialization to the 'committee. 

" r , i> ■ ■ • ■ ' . ^ • 

No individual involved in the conduct of the 
research activity shall participate in its review, 
except to provide information t(D ^the committee . 

Scope . I 

The following procedures shall apply to research 
undertaken by an employee or student of F.^S.C. whether 
grant supported or not. These procedures will also 
^PPly to the use of subjects not associated with F.S.C. 
whenever. the investigator obtains such subjects as a 
result of his association with the College'. ^ . 

■ ^ - . =• " 

These policies also-, apply to investigators other 
than employees or students of the college under any of 
the following circurristancfes: (1) when the research . 
involves the use of college resources, (2) when subjects 
are solicited on campus, or (3) when employees or students 
of the college assist in securing subjects' from among 
other employees or jstudents of the college, in addition 
to securing approval from this cdhmiittee, such investi- 
gators must also obtain administrative approval from the 
Dean of the College. Furthermdre, submission of a 
proposal to this committee' does, not constitute- an 
application for administrative approval from the Dean 
of the Colle^ge. ' ' ^ 

V ■ ■ . ■ ■ ■ ■ 

Research that forms a norma%^ part of a .formal course 
of instructions must conform to ethnical standards . 
established within the investigator'^ discipline but 
the evaluation of such research is the responsibility of 
the department to which the investigator belongs. Research 
conducted by journalists, administrators, departments, 
committees, and recognized student organizations in their 
official capacities and in the normal conduct of their 
business need not be reviewed by the HARSC, although 
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complaintso concerning such research should be addressed 
to the HARSC when such complaints involve possible 
violatio-ns^f the code of ethics adopted by the commi-ttee. 
Literary, historical, or o^her research not "direcftly 
'involving huift^n or live animal subjects lie outside 
the scope of the HARSC. .. 

Even if certain aspects of research are to be carried 
<^ut in another institution, ;the committee is responsible 
for initial and continuing ngf^iew of all parts of the .' 
study. The committee's right to do so will be a condition 
,of approt'al of the proposal. it is the responsibility 
of the investigator to gain clearance from the other ' 
institution for possible visitation. and inquiry by the 
_^committee prior to submission of his* proposal.- , 

Procedure . . 

Before any investigation involving human or live 
animal subjects is made, the investigator must submit one 
CQpy of his proposal to the cjiairman of the' HARSC 
containing the following informa^tipn:' ^ 

A. A brief and general description of the 
research being conducted. 

B. A detailed descript'ion of the wa^. in ^wh'ich 
subjects will be used. 

Cv A statement of how informed consent is to. be 
obtained from any human subjects used in the 
investigation. ; 

D. A statement of any possible risks to tHe 
welfare of the subjects and any potentials 

^ benefits to the subject or society that — 
might adhere in the investigation. 

E. A lp.st of the names and^ a brief statement 
of the qualifications of all investigators 
and consultants who will be involved in the 

' ' investigation besides the principal investi-^ 

gator. o 

The HARSC will study the submitted proposal and 
within 10 school days of receipt of the proposal will : 
(a) approve the research, (bf postpone approval while 
further study and suggestions are considered by 'the 
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committee, or (c) disapprove the research. If the i 
proposed research is n;ot approved by the 'committee, the 
(^^-^^ ' researcher may resubmit the proposal, may personally' 
come before the committee to discus.s the research^ or 
he may petition the Dean, bf"^' the .pdllege to form .another 
ad hoc HARSC to consider his research proposal.. 

The HARSC shall evaluate each proposal in t^rms of: - 

(1) Possible violation of the-^ r;i:-^ts . or possible 
risks to 'the welfare of subjects and co-workers-^ 

(2) Apj5ropr lateness of the method used in gaining 
f informed consent from human subjects. 

If the^committee/ s overall recommendation is favorable, 
it may prescribe restrictions or .conditions under which the 
research may be conducted, define areas of possible changes 
in the *reseairch plans which should be brought to its 
, attention should the change occur, and determine the * 
nature and frequency of interim neview procedures to insure 
^ continued apceptable conduct' of the research. 

Favorable recommendations by the committee are 
subject to review and re|ection by institutional officials. 
With this in mind, the committee must be thorough and 
reasonable in its evaluation and must adequately represent 
its evaluation to institutional officials. Unfavorable 
recommendations are not subject to review, except by an 
ad hoc HARSC' formed for* that purpose at ti.a request of 
the propo'^al^s dnitiator.f> An ad hoc HA'RSC must be 
composed of^ individuals meeting the same qualifications 
as the permanent HARSC (see 'Organization of the Coiwnittee ' ) , 



' Committee^, approval signifies nothing more^ than that 
the committee believes the proposed research meets ethicalj 
standards as set xforth in the ethical code. Approval 
(or disapQfoval) 6y the committee 'is not to be interpreted 
as a ^-judgment of ±he scientific soundness or significance 
of the project. .Furthermore, committee approval does 'not 
commit the college to\^ny obligation of facilities or 
money, nor does it comniit the college to any pblicies . N 
not already approved. \ 

. \ ; 
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If the committee disapproves a proposal, the propose 
IS not to be put into practice. Failiiije to. respect 
these decisions Avill result in advisement by the 
committee that disciplinary action be taken by the^ Dean * 
pf the College. 

Disapproval of .a .proposal does not necessarily mean 
that the committee judges either the researcher or his 
pro^os^. to be unethical. it merely means that the 
proposal as submitted^ does not appear to adequately 
safeguard the right5"^or welfare -of subjects. 

Ah investigator that initiates a research project- 
without first submitting a proposarto the committee, or 
who initiates a research project prior to receipt of 
committee approval shall be subject 'to disciplinary 
action by tl^e'Dean of the College at the advisement of 
,the committee. 

I ' 

The committee shaTl require the researcher to report 
to the committee for review any emergent problems or 
proposed procedural changek which may affect the status 
of the research with rega'rd to the anstitutioa's review . 
criteria, ilo such changes, except those necessary to 
eliminate ^apparent immediate hazards should be made 
without prior approval by the committee. i 
. . , ^ ... j 

In addition", the committee shall carry out interim ' 
review of the conduct of all reseaj^th in such a manner 
and at appropriate intervals in the light of apparent * 
risks and practical considerations, to assure itself 
that its advice is being followed. . ^ 

The committee should be prepared at all times to ~ 
question ^the conduct of research, even though previously 
approved by the committee. The safety and v/elfare o4 
the subjects are paramount. <^ 

The committee is required to keep informative 
records of group reviews and decisions and. to obtain and 
keep documentary evidence of informed consent. At a 



minimum these records should include a summary of the 
factors leading to the group decisiq|rj^. These records 
are normally kept confidential. Documentary evidence 
of informed consent may consist of a record of the decision 
of the committee as-^:o the type , of consent which it 
considers acceptable. Copies^ of the information statement 
to be given to the subject.^ ^where signed consent statements 
are required, should be retained in institutional files. • 
Where oral or implied consent is obtained, notations 
should be made an of ficial record by persons who witness 
the gaining of consent. 

The HARSC shall investigate in confidence all 
complaints concerning possible unethical research 
practices and shall report; their findings and' recommenda- 
tions to the Dean of the College. 

♦ ■ * 

The HARSC is also, charged .with the responsibility 

of informing potential investigators of these' policies^ 

and for providing advice and consultation *.on matters 

of employing human or live animal subject.s-. ^ 
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APPENDIX H ' . . ^\ 



CHARTER 
OP 

COLLEGE PLANNING COUNCIL 



ARTICLE I ^ 
Membership and ElecteLons 

Section 1. The C^ouncil shall consist of: 

' ■ o . . - ' ■ 

A. Three students, to be chosen as the 

. Student Association may decide. ^ 

B. Seven faculty ^members, to be chosen 
as theo Faculty Assembly may decide. 

C. Three administrators, to be" chosen as ^. 
tha President (or the administratioa 
menODers of the College Forum) may decide. 

D. One memiber, to be chosen by the Board 

of Vi.sitors. ' / 

E. Two or more non-voting members, to be 
recotmnended and approved l^y the College 
Planning Council to ensure'*, that all Vice- 
Presidents of the College (and perhaps 
the chairman of the College Forum and ^ 
College Senate if these offices are not I 

.otherwise elected) ,may be fully involvec} 
in 'the formulation and implementations 
of directly ^and indirectly related academic 
plans and policies.* 

Section 2. The Faculty and student constituencies wilj, 

establish policies fbr determining membership 
and length o£ membership of the respective' 
Planning Council members. The President of 
tjie College (or the administrative menibe^rs' 
of the College Forum) will establish a 
policy for (determining membership and the» 
length of membership of administrative members 
of the Council. ' it "is recommended that 
each constituency provide^ for continuity of 
representation. 
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''''article II 

Officers , Meetings , 
Sub-Committees 



Section 1. 



Section 2 



The Council shall, at its first meeting of the 
academic year, elect from its voting member- 
ship a chairman and .vice-chairman. in 
addition, the President of the College will 
select a secretary- to serve as a non-voting 
member of the College Planning Council. When- 
ever a vacancy shall occur in either the 
offices G-f chairman and vice chairman, the 
Council shall elect, at its next meeting, a 
person or persons to fill the^ unexpired term 
or terms of the officer or offices. 

The chairman shall preside at all meetings. 
The chairman of. .the Council shall appear- 
before the College Forum and «Jlhe College 
"Senate when committee , reports^^e to be 
presented or when committee actions are to 
be reviewed* 



Section 3. 



The vice chairman shall carry out the above 
duties in the absence of the chairman. 



Secl^ion 4. The secretary shall prepare and keep the 

minutes of each meeting, subject to the apporoval 
cf the Council. 



Section 5 



Section 6, 



A regular meeting schedule shall be established 
by the Council at the beginning of the academic 
year. ^ \ 



The Council may establish other officers or 
sub-committees. as needed. 



ARTICLE III 

Jurisdiction 
and 

Responsibj-lities 



Section 1^ The Council shall serve: 
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A. 
B. 
C. 



J 



To stimulate advanced planning throughout 
the College. 

To enhance communication between various 

units of the college, and 

To coordinate and evaluate the activities 

of the units of the college in terms 

of college-wide academic pvrposes, needs • 

and priorities. v 



Section 2. The Council shall have the power?' 



Section 3. 



Section 4, 



A. 



B. 



To draw .upon the resd^rces of the entire 
college in support of planning activities, 
and 

To solicit the information needed to 
evaluate present and proposed 'programs 
and to determine the present state of .the 
college. 



The Council shall be responsible for preparing 
tHe college-wide master plan and specified 
yearly plans. All plans must be ratified 
through the college gotrernance system before 
being implCTiented or serving as criteria on 
which decisions are made. The Council shall 
have continuing responsibility for^ the 
implementatioiji and evaluation of these 
plans as a coordinating and monitoring body, 
for needed modifications and iipdaAng of 
these plans, and for the development of 
future plans. - , 

The Council will report .its findings and 
reconun^ndations concerning new programs to 
the Curriculum Committee and/or the Graduate 
Studies Committee. The Council's evaluation 
will be abased upon the approved college-wide 
.master plan. ^ 



ARTICLE IV 



Section 1. 



Procedures 

A quorum shall consist of nine voting members 
of the Council, 
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Section 2. Decisions of the. Council will, in general, 
be made by consei^sus, but any member can 
^all for a vote by the voting membership. - 
In thi.s case, decisions will be made by a 
X raajority vote. 

Section 3. The Council may establish such by-laws as 
are necessary. 



Secti/ori 4^. 



Section 5 



Minutes of the meetings shall be available 
to the Senate- (and otlier committees of the 
Forum and/or Graduate Faculty^, if desired) . 

In order to fulfill its responsibilities, 
the Council may request at its meeting(s)i that 
anV member or members of the College community 
te present as sources of information. 



ARTICLE V 



Section 1. 



. Implementation 

This charter will become effective when 
approved by the College Senate and 'the Graduate 
Faculty at regularly scheduled meetings. 



Section 2. 



TTie. college-wide master plan wili become 
effective when approved by the College Senate 
and Graduate Faculty. 



ARTICLE VI 



Amendments 

Propped amendments to this cha^rter may originate within 
the Plannif^g Council, the Senate, or thQ Graduate Faculty. 
Amendments affecting the College Planning Council • s relation 
ship to the undergraduate academic .program must be approved 
by the College Senate; those amendments affecting the 
College Planning Council's relationship to the graduate 
academic ^program must be approved by the Graduate Faculty. 
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APPENDIX I 

. ' ■■, i . 

I 

CONSTITUlblON 
OF THfe 
FACULTY ASSEMBLY, • 



I. Name and Purpose \> 

1. The Organization shall known as the Faculty 
vAssembly of Frostburg State College; (hereafter 
• - called the Assembly) . « 

2 . The purpose of . the Assembly shall be to discharge ^ 
the common responsibilities and promote the general 
welfare of the faculty. 

II. Powders, . ' . . 

< » /• < 

1. The Assembly shall be the principal decision- 
making body of the college on all questions of 
policy relating directly tp the faculty, within 
'•the limits imposed by the State of Maryland .^and 
the Board of Trustees of thje Maryland ^tate 
Colleges. Such questions include,^ but are not 
restricted, to, one§ concerning professional 
ethics, appointments, reappointments, dismissals, 
pay, promotion, and tenure. 

2. The Assembly .may act as a deliberative body, for 
the faculty, on academic matters under the 
jurisdiction of • the, College. Forum, such as 
academic goals and their implementation; and 
the Assembly may approve resolutions concerning 
these matters, which resolutions shall be 
advisoiy to its members in the College Forum and 
their representatives to the College Senate. 

III. Membership . ' 

The Assembly shall consist of all jnembers of the 
^ full-time teaching faculty arid the full-time professional 

librarians. The' President and Dean of the College 
shall b9 considered associate members of the A3s*embly, 
who may attend .meetings, address the assembly, and 
participate in debate but who may not vote. 
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IV. 0-fficers and Representatives 

\ * 1. The officers shall be a Presdient/ a Vice- 

President, and a Secretary;. , 
21 Officers shall be elected at the last ""meeting 
of the academic year^ by majority vote of 
members present and -voting. Elections shall 
be by secret ballot (including abstentions, 
which shall be bpunt^ed at the time of the 
voting) excepting instances of only one . 



nomination, ^^en the 



acclamation . ^Ofiice 



election may be by- ' 
irs sha'll take office ^ 
immediately following the meeting at which 
they are elected andj sHall serve for a term 
of one year, | / 

3. Miy member of the Assembly shall b^ eligible for 
election to any office, 'No one shall become a 
nominee without his consent. 

4. Should the office of the President become vacant, 
the Vice-President shall succeed to it. A 
vacancy in any other office sh^l be filled by 
-special election at the next regular meeting, g 
and [the member thus elected shall immediately 
assuqae office and hold it ui^til the next 
regular election. 

5. Officers shall pe^rform the duties usually 
as&ociated with their 'offices./^ 

6. , Faculty representatiV'es to the College Senate"' 

and the State-Wide Senate shall be el'bcted at 
appropriate times and' in accordance with 



established procedures 



V. Meetings 



The Assembly shall meet regularly , not fewer" 
^han three times, during the academic year 
according to a predetermined schedule. The 
President may call additibnal .meetings upon, 
notification of all members, at least one week 
in advance, of the time, place, and purpose of 
the meeting. He must call a meeting upon the 
petition of one-fourth of the members. 
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2. The agenda for each meeting shall be ais£ributed 

at least three academic working days in advance., , 
3i Meetings shall be conducted generally in - 
accordance with* the latest edition of "Robert 's 
- Rules of Order , subject to interpretation by_,a 
parliamentarian, whom the President shall appoint, 
/,> and. to the limitations of t^he Constitution and 
such other limitations • as the Assembly nfey 'r- 
impose from time to time. 

Ax.quorum shall consist of one-third of the 
member ship . . 



VI . Amendmeni:3 ^ . 

Amendm^pts to the Constitution shall require^ two-(^ 
thirds vote of ts^fiose present and voting," provided 
that a draft of any proposed amendment has been 
f distributed to the membership at least two academic 
weeks before the' vote and that notice o£ its . / 
consideration has appeared on the agenda. 

VII. Committees « 



Standing committees may be established and 
discharged by a majority, vote of thos^ present 
and voting. All members shall be eligible to * 
serve on committees, within the limits approved 
by the Assembly. Election shall be by secret i 
ballot, excepting instances when acclamation 
is appropriate. No one sjiall become a nominee 
without his conaient* ^ ' 

Standin^^^cbmmittees" so designated by the Asseiribly 
shall be empowered to enact their own charters 

r bylaws, which shall be subject to the 

ssembly's approval. 
Ad hoc committees^ may be established and their 
members appointed* by the officers of the Assembly. 
The officers shall rejport the formation of any 
such committees to the Assembly at its next 
meeting. An objection to any part of their • 
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procedure, in any given instance^ shall be • 
sustained or denied by majority vote of those 
present and voting, . • ' 



Bylaws ^ 

The Assembly, may adopt such bylaws ^s do not conflict 
with the Qonstitution, They may be adopted by 
^ majority vote of those present and voting, provided 
that a draft of proposed bylaws has been di'^tributed 
with the agenda. Once adopted, bylaws' may be amended 
only by provisions set forth in the bylaws themselves, 



y - 



1 



. OF 

FACULTY MEDIATION COMMITTEE 



Article I - Name ; . ' ^ 

The name of , this Committee shall be the Faculty 
Mediation Committee. ' / \ 

. Article II - :->urpose , , , 

' The! purpose of the Committee is to reconcile ^ as 
a third, party^ opposing claims of parties within the ^ ' 
faculty and administr^t/ion in conflict by' making a,non- . 
binding proposal to those parties for solution of the 
conflict i . ^ ' ^ \ 

Artiole III - Jurisdiction • and Procedures * 

The powers of this Committee , are : 1) to implement 
the procedures regarding dismissal of a tenured faculty 
member or nqn-tenured f acultynmeniber ^hose term of appoint- 
ment has not expired^ as set forth under Section Thrpe; 
subsection l^.of "Regulations and Procedures Governing 
Academic Freedom arid Tenure in the Maryland 3tate Colleges • 
lond^r/^the Jurisdiction of the Board, of Trustees of the ' 
Sta't^^ Colleges;" 2) :,tO inquire informally into' ,cases^ not 
involving dismissal but prima facie aillegatiotis submitted 
in writing hy . any faculty member and specifying infringe- 
ment of acad^iic freedom as defi^ned in Article One ^ 
"Regulations and Procedures Governing Academic Freedom and 
Tenure in the Maryland State Colleges 'under, the Jurisdiction 
of the B6ard of Trustees of the State Colleges, ^' and/or 
in the ^Amdricari Association of University Professors 1940 
Statement of principles on. Academic Freedom and Tenure^;, and, 
no agreeably mutual adjustment being effected, to make^ 
recommendations ^n the ^matter to the Faculty Hearing Com*- 
mitteer 3) to provide a mediating body to which a non- 
tenured^ faculty member may appeal^ for mediation in cases 
inv9lving non-ipenfewal-^of eontr act, such appeal being 
accompanied by prima facie allegations submitted to the ' 
.Committeje in writing by the non-tenured faculty member end - 
specifying infringement of 'academic freedom as defined in 
Article One, ^'Regulations and Procedures. Governing Academic 
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Freedom and Tenure in the Maryland State Colfeges under the 
Jurisdiction of the Board of Trustees of the State Colleges," 
and/or in the American Association of University Professors 
1940 Statement of Principles on Academic Freedom and Tenure. 

<^ • . 

Article IV - Membership 4. 

— • — ■ 

SectioD 1 - Members 

This Committee sha'll consist of five tenured 
faculty members, none of whom may be members of ^ 
the Faculty Hearing Committee. \ 

Section 2— Alternate 

There shall be one tenured faculty member elected 
to serve as alternate in event of conflict of interest 
on the part of ^ny regular Committee /member . The 
alternate membet may not be a m^mb^^ of the Faculty 
Hearing Committee. 

/ 

Section 3 - Elections v 

The five members of the Committe^^iid one 
alternate shall be elected by secret ballot and by 1. 
the la^t regularly scheduled ftieeting of the Faculty 

^ As sembly'^ 'during th^- regular academic year f or' termiS 
of '•one yf-ar pnly, the term of committee membership to 
be effective from September 1 to September 1. Members 

. and alternates shall be eliigible for re-election. 

Section 4 - Committee Chairman 

The Committee shall choose its owiT^chairman at 
^its first meeting on or after September 1 of the 
academic year. 

Section 5 - Conflict of ' Interest of Members 

Should a Committee- member be party to any dispute 
referred co this Committee, he may (1) voluntarily 
withdraw ox; (2) be declared ineligible to serve by 
^ a vote of ^t least three of the remaining fd^r Committee" 
members, in either^ event being replaced on the Committee 
by . the, alternate . • 
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Article V - Quorum 



1 



A qubrum .s^all consist of three members and decisions 
must be reached by agreemeht "of at least three members of 
the Committee. 

Article. VI ~ By-laws ' ^ ' . ^ ^ 

This Conunittee may establish such by-laws as it deems 
necessary for the orderly exercisfe of its power and satis- 
factory fulfillnfent of its duties providing that such ] 
by-laws are in accord with this charter, with piablished 1 J 
State Board regulations, with the faculty Asserrik)ly con- ' 
stitution and regulations, and, upon puiDliGa.tior.i to the 
Faculty /.ssembly for the :ir§t meeting of that body after 
the adoption ofthe by-laws, receive a majority vote of ' 
approval from th^ Faciirty Assembly/.. ."^ 

■ h 

Article VII - Amendments ' j' • 

Section 1 - This charter may- be amended by a majority 
vote Faculty Assembly if' amendments are consistent' 
with pi^blished State Board/ r^guJta't ions , Faculty 
Assembly constitution and /iregulations , and any other 
regulations of higher authority. 



Section 2 - The by-laws vfiay be amended by action of 
this Committee and subject to the conditions of Article VI 

, ' : e ■ 7 

/ 
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J CHARTS /■ ' 

'OF ' ' 
FACULTY CONCERNS COMMITTEE * ' ^ 



Article Mambership 

The Faculty Concerns Committee shall be composed of 
three members elected from the Faculty Assembly. One 'of 
. the three members , must be tenured." if. a member of this ' 
committee has a conflict of interest in any matter under / 
committee consideration, an alternaite member shall sit 
in his behalf. ■ ■■ . v 

Article II - Chairman " ' , 

The chairman of the 'Faculty Concerns Committee shall 
be chosen by the members of the Faculty Concerns Committee.' 

Article III - Concerns " , . 

The Facu Concerns Committee will consider any 
grievance^ or ^suggestions concerning working conditions- 
and such matters afe do not fall within the prpvif^ce of ' " , 
other committee^: as these affect the faculty in the 
performance- of th§ir contractual duties, and shall make 
reports and -re^commendations on these matters to the Faculty 
Assembly. ^ " ^ ' - > 

Article IV - Procedure \ . 

Having received a grievance or 'suggestion, the 
committee shall attempt to mediate the grievance with; 
or secure the implementation of the suggestion by, the 
proper administrative office; shall report difficu^lt 
problems unresolved, as well as success in resqlv^ing 
problems, to' the Faculty Assembly; and may of f er resolutp.bns 
for general faculty support and recommendation to the 
administration. - . ^ = 

Article V ~ Amj^dmen^ts . ' 

Amendment^ to this charter will be by Majority vote 
of Faculty Assembly membership present and voting at an 
Assembly^ meeting ^ ^ 
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CHARTER 

. OF^ 

PERSONNEL AND GRJEVANCE COMMITTEE 



"Article I - Name ' ^ 

The name of thi's committee shall be the Faculty 
Personnel and Grie^nce Con^nittee. 

Article II - Purp ose . ' 

: ^ — - V • . 

The p\ir poses of this comitilttee shall he: 

1. To ensure the establishment and maintenance of 
professional, staiidards^-tlx^reg^r^^ faculty 
personnel matters. ^ 

2. To hear, in^^estigate, an^ resolve grievances, 
or to consider problems presented to the 
committee by . a member or members of the Faculty ' 
Assembly or by members of the adia.mistration, 
such -grievances or problems not involving 
allegations of violation of academic freedom, 
these properly being referred to the Faculty 
Mediation Committee. - 



• / Article III - JurisdS^ct ion^ and Procedure^ 

The powers of the committee are: ^ 

' . ■ ^ . if 

}• To annually review the standards, policies, and 
. procedures that are utilized in the hiring of 
faculty, renewal of faculty contracts, and the 
granting of promotion, salary increments, and 
tenure, to ensure that they are. in keeping with S 
professional standards, if procedures and policies 
are not serving the best interests of the faculty 
and the college, the committee shall make recommendation 
for change. ; Such recommendations, after approval by 
the Faculty Assembly, will be presented to the appro- 
priate administrative office or decision -making body. 
In the event that the recommendations are not accepted 
and implemented by the appropriate administrative 
, office or decision-making body, the Vcommittee shall 
bring the matter back to the Faculty Assembly fixr 
its consideration. ^ . ' \ 

- ■ . ^ ' 188 
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2. To hear complaints of. members of the Faculty 
J Assembly after normal channels of- appeal have 

been exhausted. Those matters \hat are the 
respc^ns^ibility of the Faculty Hearing Committee 
and "^Faculty Mediation Committee will, not be *^ ' " 
considered. 

* ■ 3 . 

3. To accomplish such other tasks as may be assigned 
by the Executive Committee of the Faculty Assembly. 

Article IV - Member ship ^ • » 

1. The coxmnittee shall consist of three members 

. and pne alternate who shall be elected at large 
>by the Faculty Ass.embly . If a committee member 
is involved in a dispute before the committee, 
he will be disqualified^ and ^replaced by the 
alternate for consideration of said dispute, 

2. The term of office shall "h^ three years, with 
one member to b€; elected each -"year: 

a. To ensure continuity, the initial election 
of committee members shall be for three- 
^, year, two-year, and one-year terms. After 

implementation of this cl^arter, subparagraph 
. 2. a, of Article IV shall be deleted from 
the charter. 

At its discreticm the committee may enlai^ge its_ 
membership. Procedures are as follows: When a 
grievance has been reported, th6 Personnel and 
Grievance Committee shall investigate and/or 
arbitrate the issue and make recommendations ' . . 
for the resolution of the dispute, • When the 
dispute is of such magnitude'^as to require extensive 
fact-finding or investigation, the committee may 
select a fact-finding panel of impartial individuals 
to inveistigate and make recommendations for thet 
resolution of the issue in dispute, ^he fact- . 
finding panel shall b^ chaired by a memljer of 
the standing committee and shall consist of no' 
more than five members. The fact-finding panel 
may, at i^s discretion,, request .that each of 
the aggrieved parties designate! a spokesman to 
presjent its side of the issues. In^the unlikely 
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event that the reconmiendations of the fact-< 
finding panel are unacceptable to the aggrieved 
parties; the standing committee shall determine 
whether further ac'tion should be taken an,d, if 
so, recommend the appropriate decision-making body 
to whom the aggrieved parties may have recourse. 

Article V - Quorum 



2 



Standing "Committee All Members 
Expanded Committee — Simple majority of the 



members 
A rticle VI - By laws 

• This committee may establish such by la^^s as it deems 
necessary to conduct its business in an orderly manner 
Bylaws must be approved by..a majority vote of the Faculty 
Assembly. . 

Arti^^ VI T - Amendments, - • 

^endments to thisVcharter will be by majority vote ^ 
of the Faculty „Assembly membership present and voting at 
an Assembly meeting. \ 
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CHARTER 
OF ' , 
ACADEMIC POLICY COMMITTEE 



Article I - Membership . . 

Section 1 - The Committee shall be composed of five 
Faculty Assembly members elected ait large by the 
Faculty Assembly for two-year terms. 

Section .2 -^Whenever a vacancy occurs, the Faculty 
Assembly shall^ at the next meeting, elect a member 
to fill the unexpired term. 

Article II - Officers 

Section 1 - The Committee shall, at its first meeting 
of each academic year, elect a chairperson and a 
secretary to serve terms of one yearr, except that 
whenever a vacancy occurs the Committee shall at its 
next meeting elect a person to fill the unexpired 
term of the office. 

Section 2 - The Chairperson shall preside at all 

• meetings or appoint another member to preside, may ^ 
call special meetings of the Committee, and shall, 
upon the written application of two members of the 

• Committee', call special ^meetings of the Committee, and 
exercise other powers and duties normally exercised by 
committee chairpersons. ' ' / ' , 

Section 3 - The Secretary shall'* prepare and keep the 
minutes, which are subject 'to the approval of the ' 
Committee, and. exercise other powers and dutias 
normally exercised by committee secretaries. 

Article III - Jurisdiction 

** • ' ■ ./ • 

The jurisdiction of thei^^^mtmittee shall be to study * 
academic policies and to make rqcommendations for and on ^ 
such policies to the Faculty As^searibly, as per Article II, 
Sedtipn-2, Faculty Assembly Constitution, wi^^ the purpose 
of referring such recortimendations, after they have received 
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Assembly approval, to the appropriate ad linistrative officers, 
stant^ng conmittees of thp College Forum, or College Forum 
. The committee shall also serve in an advis-.ory capacity to 
the appropriate, college authority in matters , such as 
national graduate scholarships and academic honors. 

Article TN - Procedures - . 

Section 1 - A quor^ shall consist' of three ^members 
of the. Committee . 

i * , ^ ■ " 

Section 2 - All, matters within the jurisdiction of 
the Committee may be brought to the Committee by 
any member of the Faculty Assembly through written 
communication. 

. Section 3 - All meetings of the Committee shall be 
open meetings, and ciny member qf the Faculty Assembly 
may attend the deliberations and provide any information ' 
he desires concerning the matter under discussion. 

Article V - Amendme nts 

.Amendments :to this charter will be by majority vote of 
Faculty AssenOaly membership. present and voting at an Assembly' 
meeting . . 
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CPIARTER 
OF 

ECONOMIC BENEFITS COMMITTEE 



Article I - Name 

■ , . ■ \ 

The conunittee shall be called the Economic Benefits ^ 
Committee . 

Article IL - Purp osp? 

The purpose of the Economic Benefits Committee shall 
be to investigate any matters generally considered fringe . 
benefits, to study current faculty salary scales, and to 
report on these with recommendation,?, to the Faculty Assembly 

Article III - Jurisdiction and Powers - 

1. 'The Economic Benefits Committee may investigate » 
any matters generally considered fringe benefits 
or relevant to salary scales. 

' 2. The Economic Benefits Committee shall make to 

the Faculty Assembly recommisndations for policy 
and action to implement policy on fringe benefits 
and salary scales. 

• •. ■ - 

Article IV - Membership 

* • . . . « 

1; Three members shall be elected/ by^ the Faculty 
Assembly for three-year terms, one member to 
be elected each year, ^ 

2 . Each organization which represents faculty interests 

and has faculty representatives on this campus is 

invited to have one or two of ^ts members serve as 

resource and non-voting persons of the Economic 

Benefits Committee (such organizations include 

. the State Faculty Senate, AAUP, and Higher Education 
Council), * ' 

Article V - Off icers * 
' ' * 

A chairman and a secretary shall be elected by the 
Committee at^its first meeting of the academjfc year. 

• , . 173 ... ; ; . 
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Article VI - Amendments . . , " 

Amendments to this charter will be by majority vote 
of the Faculty Ass.embly membership present and voting at 
an Assembly meeting. 
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CHARTER^ _ ^ 

OF ' ^ ^ ' . . 

FACULTY HEARING COMMITTE^ 

y ' . 

Article I - Name 

The name of this Committee shall be the. Faculty 
Hearing Committee. 

Article II - Purpose 

The purpose of this Committee shall be to hear cases 
involving formad proceedings concerning actions leading 
toward dismissal of a faculty member who has obtained tenure 
or whose term of appointment ^has not expired^ and' infringement^ 
of academic freedom. 

Article III - Jurisdiction an<3 Procedure 

" ' . * j . 

The powers of this Committee are to implement the 
procedures regaifding dismi^ssal of a tenured faculty member, 
"or 'a faculty member whose^ term of appointment has not 
expired, and cases involving academic freedom, as set. forth 
under Article II, Section 3, subsection 2, arid Article 3 
of the "Regulations and Procedures Governing Academic Free4 
dom and Tenure in the Maryland State Colleges -Under the 
Jurisdiction of the Board of Trustees of the State Colleges." 

Article IV - Meml»ership . ^ - 

Section 1 - Members 

' ' \ } 

This Committee shall consist of' "five (5) full- 
time tenured faculty meitibers, none of which may be 
members of tHe Faculty Mediation Committee. Once 
hearings begin on any case, members of that Hearing 
Committee shall continue. until the oase has been 
resolved, even thoiigh the hearing may extend beyond 
the termination of the member's term of office'; 

Section 2 - Alternates | 

There shall be two (2) tenured faculty inembers 
elected to serve as alternates in cases of conxlict 



of interest. The alternates may not be members of 
the Faculty Mediation Committee. Once an alternate is 
^ - seated at the beginning of a hearing he will' continue 
with 'that case to its conclusion. 

■ ^> 

Section 3 - Elections . ' 

The five (5) members and two (2) alternates 
sjTall be elected/-by secret ballot and, by the last 
regularly scheduled meeting • of the Faculty Assembly 
during the regular academic year for terms of one.(l) 
year. The term of committee membership shall be 
effective from September 1 to SeptembeJ: 1, Members^ 
and alternates shall be eligible for re-election. 
The Committee shai^l choose its own Chairman and 
> Secretary at its first meeting on or after September 1 
of th^ academia year. 

. ( ./ ... 

Sectxon 4 - Conflict of .Interest of Members 

Should a committee member be pa /fey to an^ . 
dispute referred to this Coramiti;ee, he (1) may 
voluntarily withdraw or (2) be declared ineligible ^ 
-to serve by a vote of at least three of. t;he remaining 
' Committee members, in either event being -replaced 
on the Committee by an alternate. 

Section 5 - • Quorxim ' ' 

I i . - 

A quorum shall consist of five .members , and 
decisions must be reached by agreement o^f at least 
three members bf the committee.. ^ 

Article V - Bvlaws 

This Committee may establish such bylaws as it deems 
necessary for the orderly .exercise of its power and satis- 
factory fulfillment of its duties, providing that bylaws 
are m accord with this charter, published State Board 
regulations. Faculty Assembly constitution and regulations, 
and, upon publication to the Faculty Assembly at the first 
meeting of that body after .the adoption of the bylaws, 
receive a majority vote of approval from the Faculty Assembly 
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Section 1 - This charter may be amended by a majority 
vote of the Faculty Assembly if amendments are con- 
sistent with published State Board regulations. 
Faculty Assembly constitution and regulations, and 
any other regulations of higher authority, 
t 

Section 2 The bylaws may be amended by action of 
the Committee. ' ■ " 



BYLAWS OF THE FACULTY HEARING COMMITTEE 



I. All decision* votes bW the Committee s'lall be by secret 
ballbt and reported is the single decision of the 
Committee. / . ' 
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CHARTER 

NOMINATIONS AND ELECTIONS COMMITTEE 



Article ,1 ^ Membership ' - \: 

Section 1 The committee shall be composed of f ivc^ mem- 
bers of the Faculty Assembly elected at large by the Faculty 
Assembly for one-year terms. 

/ Section 2 -Whenever a vacancy or vacancies occur^ 1 

/the Nominations and Elections Comnittee will pre senfe-^at { 
/ thfe ne?ct Assembly meeting' the names of candidat^^s^or an i 
election to ^&4;11 the unexpired ter.n or term^.^^ ' | 

Article II' - Officers , 

Section 1 - The.copmi'^.:te0--shlli; at the first meeting 
of the academic year, elect a ^chairman. ' If a vacancy occurs 
m this office, the^ committee shall,, at itc next/ meeting, 
elect another member as chairman. > * / 

•" ^ ' '• . J ' ' ■■' ' ' 

Section 2 - The committee may establish other bf^ices 
or subcommittees. " • . • , - | 

Article 'iTl - Jurisdiction - i 

Section I - It sh^l be the function of this committee 
to pjrovide a slate of candicJat^s for all 'elected positions 
within the Faculty Assembly and its stariding committees; con-' 
sent of nominees will be secured. Further functions of the • 
committee are to; ■ o • .. 

A. ^ Prepare ballots for esny elections uo be held by , 

the Faculty Assembly. , / ' • ,? / ' — 

B. . Distrj.bute and collect such ballots . 

■ C. Compile the results of such j^ctions,' and report 

the results to the Chairmai^of the Faculty Assembly . ' 

• Section II'- The Committee shairKjaihetTfequested," 
provide a slate of candidates for ad hoc committees of .the 
Facui'ty Assemb^ly. 
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■ Artxcle IV Pwcedures 

Sect±6n 1 - A quorum for any meeting shall consist 
of three members of the Committee present and, voting. 

Article V - Aiuendments ' 

Section 1 - Amendjuents to ; this charter will , be by 
ajority vote of the faculty. Assembly membership present 
and voting at an/Assembly meeting^^^ " 
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APPENDIX J 



^ ' CHARTER 
OP 

/GRADUATE- STUDIES . COMMITTEE 



ARTICLE I - Membership and sflectipns 



Section I. 



The ^ committee shall /be composed of: 



Ihree. ^members elect by and from the Graduate 
Faculty in April of each year- f cr two-year 
terms, beginning with th^ next academic year, 
-one of, whom shall be from .each of the following 
areas : ^ 



Arts 

Art 

English' 

Modern Languages 
Music 
Philosophy 
Speech \& Theatre 



Sciences ' . 
Bid ogy 
Chemistry 
Computer "Science 
Mathematics 
Physics 

Library Repre- 
sentatives 



Social Science s 
Economics & ^Business. 

Administration 
Geography 

Health & Phy. Educ. 
History 

Political Science 
Psychology 
Social ogy 



except that whenever a vacancy or vacancies shall 
occur among the elected members, the Graduate 
Faculty shall, at the next regularly scheduled 
meeting, elect a member or members, to the 
unexpired term or terms; 



S 



and 



p. One member of -the Education Department Graduate 
^ Faculty elected b|^ the Education Department ' 

. \ GradCi'ate Faqulty; -and one member of the Center 
for .i'*>anagement Devel opment Graduate Faculty 
ele.cted^by Center for Management DevelojJment 
.Graduate Faculty; - • 



and 



\ • 



c: 



Tw-Q nie.mbers appointed by" t.he President of the 
Gollege in I^ay of each year for a' one-year terir., 
commencing with .the beginning of' 'the next acadgmic 
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year, except that whenever a vacancy "or 
vacancies shall occur among the ^ apgolnted 
member;S ^the President o£^the .College shall, 
v/ithin one month, appe^int a faculty member 
or members to serve the remainder of the 
unexpired term or terms, provided that ^all 
appointed and elected members shc](<ll be" l^full 
members of the^raduate Faculty; > 

and 



' ^ - ^our ex officio members -; ^ ^ 

•1. the Dean of 'the Colieg'6 /^^ > 

-2. the Head of the" Education Department ^..^^ 

3. tha Director of the Center f03: Manage-- 

menfe -ije ve lopment ^ . 

4. the Director of Graduate Studies 



ARTICLETII - Officers, \Meetings, Sub-Committees 

SeQj^ion I. The. Commit teeXshall/ at ^.he f irs^-mee ting 

of each academic yeaA, eXec± a chairman ap)d" a . 
secretary to, .serve terms of one year, respectively/, 
except that whenever a vacancy shall occur in either 
of, both offices, the Committee shall, at its next 
vgeeting, elect^»a person Or persons- to fill the 

> unexpired tenri or terms of the officer or officers. 



Section 2, The Chairman shall preside at all meetings 

appoint another Ti\ember to preside, may call > 
special m-ee tings of the Committee, and" sha«ll, upon 
, ■ th^ written application of two'm'embers of the Com- 
mituee, call special meetings of [the Committer, 'and 
exercise, other powers and duties normally exercised 
by ccmmittee chairmen. 



Section 3. * The Secretary shal3 prepar^^. and keep the 
minutes of each meeting.^ subject to ':he approval 
^ of the Committee at the first . convenient meeting 
and exercise other powers and duties normally 
exercised by commi^ttee^-Secretaries . 

Section' 4. ' The Committee may esutablish other officers 
or sub-committees 1 * ^- 
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'.i ARTI'CLE; III - Juris d ration 

■ ' ft ■ ' ■ 

Section 1. The jurisdiction of. the Ccmraittee shall 

extend to : m ; , ' 

• 

(1) the establishment numbering, titles, descriptions 
and examina'fcidns 6F all courses at the 500 "or 
higher levely the designation of. all other courses 
which shall' be accepted for graduate credit, • 

^ and alL-other matters relating thereto, but not 

to the prerogatives traditionally reserved to 
^thfci instructor or ins tructors cf any course;' 

(2) ' i the requirements fot the granting of graduate 

/. ^ degrees and other recognition- of graduate work; 

■ / 

'^3) ^tJie establishment -^.nd retention of all ^ajor and 
« m.inor programs for graduate study; 

(4) the standards for the admission and continuation 
of. students to graduate study; ^ ^ 

I ^ _ 

(5) the standards for facul^fcy' members teaching in 

the graduate program; /\ ' , . ' 

(6) the establishment of /s tanda^rds- for and the 
-s^' awarding of graduate/ s tudent assis tantships 

and tuition schol^r^^ips ; 

(7) serving a:^ the boarc3 of appeal on matters 
concerning interpT'^tation of or exception to 

„* the degree regulations/ Vhen rerjuested^by -"the 

student and/or his master's comiiiit'tee; ' 

(8) and all other matters affecting graduate studies 
and not within the exclusive jurisdiction of 

'■ — any other committee of the College, 



ARTICLE IV ~ Procedures 



Section 1, "A quorum Shall consist of six members of 
the Cquimittee. 

Section 2: All matters -witMnjthe juri.sdiction of the 

Committee shall be brought i4fore the Graduate 

' J-3 .... 



Faculty M^e^ings by the Committee except that a 
matter which has received no action within thirty 
days may be presented^ to the f^aciilty. for approval 
or disapproval or a directive fdr the Commitf:ee 
to consider such matter and report back to, the- 
faculty. - , 

^ - . ' 

Section 3. All matters withiji the jurisdiction of the 

committee concerning a specific department shall be 
brought to the Committee by the" head of the depart- 
ment concerned; except" that' whenever a Graduate 
Faculty merab'er of a concerned department sh^ll 
have submitted a written request to his department 
. head that a matter be brought before the Committee 

\^ and within ten class days the department head shall 
, not have 'requeued in writing that the same matter be 
^ ^ placed before ttie Committee, the said member of th^te 

concerned department may place the ma^tter before the. 
Committee directly; and except further 'that whenever 
ten percent* of the Graduate Faculty .shall s^ign and, 
present a petit ion regarding any department or | 
departments to the Commltte.^, the Committee shall; 
" -consider the matters designated in "the ' petition; 1 
•and except further that the Graduate Faculty^ or tljie 
President of the , College ,^ or both, may refer any | 
matter within the jurisdiction of the Committee 
to the Committee. ' \ . . ' * ' 

- Section 4.. All acti6ns\ of trie Committee shall be ^ , 
reported to ^^the Graduate Faculty. Each recommended 

" . change in regulations shall be submitted to the 

Graduate Faculty which. will approve, amen^d or 
, reject each recommended 'change, at a regularly 
scheduled meeting or at a special meeting called ^ 
upon notice of • two class days; and in the case of 

. matters requiring the approval of the Board of 

Trustees, to the President of the College^whp shall" 
lapprove or reject each stich action within ten class 
days after the Graduate Faculty has approved the , 
action and shall report his approval of rejection " 
to the Graduate Faculty, at the next irregularly 
scheduled meeting; eiccept that the Committee -alone 
^ may approve changes in 500 level or higher course 

numbers and descriptions after conSultatioi^ with 
the Registrar of the College/' and waive "degree 
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requirements 4, in extra-ordinary circumstances; 
except further that whenever the College is not 
in session the Commxttee alone may take any action 

Jithin its juri'sdiction; but wheneK;^er the Committee 
cts alone, it shalT publish its attion or actions 
t'o the) Graduate Faculty within five class days' of 
the action, or, if the College is not in session,, 
within fiv'e class days of thje resumption o£ classes, 



ARTICLE V— Amendments 

The Graduate Faculty may , pr-opose amendments- to this 
Charter at any regularly scheduled meeting^ v/hich shall be 
valid when they have been ratified by the Graduate Faculty 
at the next regularly scheduled meeting. 



ARTICLE VI- ~ Implemefntation" • . 
■V ' ' y ^ ' 

This Charter .will become effective when 'approved 
by the Graduate Faculty at a regularly scheduled meetings- 
except that those provisions which were stated or implied 
when the Committee was . established by the Faculty in 
September, 1965, shall be assumed to have been operative 
since that date. 



. ^ APPENDIX K 
TEACHER'S RETIREMENT ' SYS TEM 



— I. RETIREMENT BENEFITS - " 

The retirement allowance consists, of two parts: 
namely, an annuity" and a pension. The annuity is* 
basically^- a return of the faculty member's accumulated 
V contributions plus interest in monthly installm^ts for 
life. The pension is the State's share of the faculty . 
member's retir.ement allowance an(3._i3. based upon his 
total service credit and factors fixed by: statute as 
^applied to his average final compensation.- Average final 
compensation is the average of . the three highest years 
of; salary. ' i . 

.The State- guarantees that the faculty member's 
total maximum retirement allowance will equal 1/55 of 
average final c om pe n s a t i o n for each year of creditable 
service. A simple method for arriving at the approximate 
. maximu\n retirefnenb allowance without optional benefit is 
as follows: * 

Years of creditable ^ ^ Average final ^ Maximum Annual 
service ^ I Compensation Allowance 

- 55 

Example: 

A county teacher, a man with 39 years of creditable 
service, retired at pge 64, with an average final com- 
pensation of $12, 703. \ His annual retirement was calculated 
as f oll:)ws : . . 

■ \ ■ 

~ k 12,703 \= $9,007.58 

This member would be -elj qiblk to receive a regular retire- 
ment allowance of $9,007. 5& p^^ annum (paid- in twelve 
monthly installments for- the renvainder of his life wiih 
bene'^fits ceasing at his death . ) 



\ 

\ 



\ 

\ 



However, he couia elect to receive a modified allow- 
ance under one of four options which provide for continue^d 
payment for the member's beneficiary after his death.. 
Information on these options may be obtained from the ' 
Personnel Office at the Colleqe j- ' . 

In addition, the plan provides adjustments tp the 
basic retirement allowance of a retiree or beneficiary 
predicated upon increases in the Consumer Price Index. 

II. CONTRIBUTION OF 'FACULTY MEiVlBKR \ ^ ' 

As stated above, retirement iDenefits accrue both 
from the contribution of the faculty member and from 
State participation. The faculty member contributes at 
the rate of 5% of his salary per year and the^ontr ibution 
is deducted from his salary over 20 pay periods per year. 

tf the faculty member - terminates his service without 
^tiring, his accumulated contributions, with 4Vi interest 
earned, are refundable * to him. • • 

III. VESTING' c ' * . 

The retirement plan provides for vesting of the member 
share of the State's pension reserve, as well as his own 
contributions and interest, after 5 years of creditable 
service in Maryland, should the faculty member l^aye his 
teaching position in Maryland . A deferred retirement 
allowance, based on the vested credit will be paid .to the ^ 
_ex-tnember, beginning at age 60. This allowance would be 
1/55 of average final compensation for each year of credit. 

'IV.. DEATH BENEFIT . 

Should a member, who is not pligib-le to retire, die 
in active service, there is paid to his beneficiary, -Or 
to his estate, his accumulated contributiors, with interest 
and , if the member had had one or more years of creditable 
service, there is paid^ in addition, a lump sum equal to^ ' 
his current full year's salary.' ^ ' ► 

V. AGE OF RETIREMENT * ' 

a. The faculty meftbe;^r , ' upon reaching the age of ^ 

70 "is subject to compulsory retirement beginning 
the first month following the month in which he 



reaches'" 70, except that^with, approval^ he 
may remain in service until the^end of the 
school year. 

.- . 

A faculty member may retire with full benefits 
aft.er 30 years of service, i^egardless of age 
or at arge 60 or over regardless of the number 
of years of service. . , 

A faculty member may retire after twenfcy-five . 
years of service, regardless of age, with an 
actuarial penalty. . * " 



FOR MORE DETAILED INFORMATION ON THE RETIREMENT PLAN AND 
TAX -SHELTERED ANNUITIES, FACULTY MEMBERS SHOULD ' CONTACT 
THE PiilRSONNEL OFFICER. ' ^ 
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APPENDIX N 



BOARD OF TRUSTEES OF THE STATE COLLEGES 
f PROCEDURES FQR PROCESSING SPECIp^L GRANT PROJECTS 

(N.B. : Ir/ addition to these procedures, which 

are prescribed by the Board of Trustees, 
the College requires that all grant 
proposals be developed in consultation 
with, and be submitted in behalf of the 
' College by, the Vice President for 
Development and Public Relations.) 



The proc^ures as indicated below hencefotth will 
govern the processing of grants or funds received by the 
State Colleges to support college-conducted accivities 
that are ndt a part of the approved Operating Budget. 

A. Procedure to follow when the college initially, 
plans to request a grant or funds for a 
project or activity which has academic program 
implications (^^^e^!,^^- ^initiation of new programs,' 
expansion of an exi§>feing program, etc. ) 

1. The president of the college will submit 
a letter to the Executive Director inform- 
. ing him of the coU.ege's intent to appUy' 
'for a grant or funds. lOie following 
documentation will be included with the 
letter:^ ,.r 

a. Reference to the specific goveisn- 
mental act or grantor's policy 

^ goverp^ing awarding of grants 
(i. e. ,s grantor 's funds only ' 
involved; maCching State 'funds 
involved; or combination of the 
^^^ ^bov e involved) . 

b. One copy of the proposal synopsis 
which the college plans to subm'it 
to the grantor. ^The following 
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minimal yinformatiorv should' be 
con^-ained in the synopsis: purpose; 
duration of grant; number of personnel 
^ involved; facilities to be utilized; 
other pertinent data, as appropriate,)' 

c. One copy g^s^H&^e proposed budget which 
the collegfeplans/to submit to the 
grantor to support the prdject, 

2. This jxff ice will forward the proposal to 
the> appropriate standing committee of 
the Board of Trustees. ; ^ 

3. The College will be notified of the 
committee's decision and, if ^e 
decision is favorable, the college • 
will then be aathorized to proceed 
with the formal application. / 

In numerous instances, the college may wish 
to request a grant or funds for a project or 
activity which has no "academic program 
implications •'^^ In such instances, the procedu;r 
as outlined in Section A above do not apply 
and the college will then be governed by the ^ 
procedures as • outlined in Section Q below. 

Procedure to follow prior to the college 
receiving a grant or gift regardless of whethe 
or not -the grant or gift is used to fund a. 
project or activity falling under the purview 
of Section A or of Section^ B above: 

1. The presi^^nt of ^the college will submit 
a letter to the ExecOtive Director 
requesting the Governor • s appr9va'l to 
Accept the granc dr gift. (Approval 

/of the Gbvferndr must be obtained for^ 
the College to accept any funds which 

.'have not been^ appropriated in the 
approved buJIget of the college..) The , 
following dp^iumentation will be included 
with the letter: 



Rpf ibrence to. the speci f ic goverVi- 
mentel act or grantor's policy 
governing awarding of grants (i.e,, 
grantor' B funds only involved; matcHin 
State funds involv^j or dombination 
of the above involved) • 

Five copies of the program as approved 
by the grantor concerned. * ' , • 

Five -popiqs of the budget as approved 
by the grantor c^oncerned. 



d. Five, copies -th^ letter from the 
^grantor informing the" ^ollege*^of 
the grant/pr yiftl" ^ 



2. ^ -This office will forward the request to 
the Goverfidi: for his approval. . " 



3. The colle'ge wil^l". be notif iedTcrf" the ^ 
Governor's 'deci.sion '^nd, if the debi$ioh' 

' is favorable, the csoilege'. will then 'be ^ 
, authorized! accept the grant or'gift. 

4. ' Within one i week of the college having- 

.been notified that the Governor has. ^ , ^ 
, approved th^ college's accepting thQ^ • i 
.. grant oy gift, the collejs^ ^ will . submit 
a^ budget^ amendment amending i th,e grant gr 
gift funds only if said 'funds are to be 
^pended within, the'' Opera tingf Budget. 
/Wo budget amendment ijs regiiired if ,the 
^ grant or gift, funds/:^re not to be ^ 
expended Within the Operating Budget. . I 

r 5 * Separate accounting recorcfe, are to be 

' •'established fori, each- gr^htv to account for 
expenditures author i^e'd 'by "the grdnt? 
budget . ' * . , . ' 

to ^ ' %*' ' ■■ t> 

'J^^rhe criteria for determining whether the ^r'aht 
or gift funds 'should be deposited to as Eedei:^l 
Fund or to -a .Special^^ Fund account .ife foJlo;vs 
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If^-the contract^^^made^ directly 
betweieh the college 'and anr-^a^gency off 
the ' Federal Government, it is aT^ 
Federal project and t^e func^s 
received by the pollege would be 
jgleposii:ed. to Federal ' Fund account , 

b. . If the contr-ac.t arsmade between 
■ the collejge and per^^ms or an 
• agency other than the Federal 
^Governments even though the^gency 
>vith wTridijl the contract is Hiarde is 
using Federa'l money to support ' the 
contract obiagationr tliq funds o' 
/received by the college )vould be , 
v; deposited to. a Special Fund, account. * 
\ (For example, in the event of, a 
contract being signed between^the . 
Baltimor,e City Public Schools and a 
State College for thjat colleger to 
c^duct ^ projelct such a§ "Head 
I Start", the funds allocated by , 
I "Bal^timore City would be considered 
^- 1 by the college as 'Special Funds even 
1 /thoujgh ^the City is using" Federal Funds 
I . to support tlje project.) 
/ I , . • 

■i ' . * 

The Check Source: . ^ 



If a .check, made p^able to the ^college 
•for -a project, is drawn on the Federal 
.u-Qovernm^nt/ iJt would be deposited to , 
« [Federal Fund account. • " V 



.Ft 



b.; Checks not drawn on the Federal 'Goyern- 

] ' ■ ' ■ / 

ment .would be. deposited tO' a Special 

Fund account. 



APPENDIX 0 . 
Bulk Mail Permit 



The Codlege ^^has obtaine)d a third-cliass bi\lk mailing 
► permit. The 'following rules will apply^ to' th^ mailing • 
bf -third-class ma'il>-by all facultY and' staff members • 

All third-class mail which qualifies to be mailed 
under the provisions of the* bulk mailing permit must > 
be so, mailed, unless ai\ exception i^ 'grante'd by the 
Director of Business and FinarfciaT Affairs: / • 

(1) There must be at leasf 200 p^ieces in -s 
each mailing which i^tnal^ed .'under the 

• • ' permit. The permit provides 'for a-f^r 
cheaper cost per piece. " - . 

(2) Each piece m^iled^under the permit 'must% be • 

• third-class , not first-class mail • Third- ' 
, - class .mail is mail which 'is riot individually 

addressed on the face of the item . which -is 
put in the,^^^ envelope, for instance, lb begins 
• ' X)ear Customer or Dear Alui^inus, etc. It ^ • 
cannpt . be 'indi\/idually typewritten or hand- 
wr.itten. " » ^ 

^ (3) Each^ piece mi4st be ^ip coded vt) 

(4^) Pieces must be giveiir toVthe mail room in 

zip code order. If possible, they should be 

• sorte^by zip code 'according to rules'* 

available* from the mail clerk. 

.. * - s 

(5) Each piece may weigh up^to, but not including, 
16 ounces . . ' • 

t6) ■ Each mailing must be accompanied, by .a complete 
'post officie Form 3602-PC.- These forms will be 
comf>leted by the mail room. . . 



194 



- . ^^There ^re three ways that mail may be mailed 
uncJerVthis permib: (1) The postage meter in the mail' 
room may -be used aa'^ set at 1.8* per pieee,» (2) 'The 
College, may—purchase preoancel'ed envelopes .witTi 
postage on eaOh or, (3) The College may use envelopes 
,wi^h a mailing' permit printed , on .them but , no postage 
printed on theml ,I,f this third way is used the College 
wi^-l pay "the ^ostage^at the' post 0f±ce when the bulk 
mailing 4s brought' in. " / oj. ^ ' 



'«5 
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'APPENDIX P 



QUALIFICATIONS TO REGISTER TO VOTE IN THE STAT^OF lyiARYI^AND 

3>. General Qualification^ ^ . ' 

* ) / In order ta register generally' for '^all elections 
in, the state of Maryland .you must be*:* (1) IJnited ' 
States citizen ' (2) eigH'teen ' years^of - aige . (3) a six-" 
month^ resident of ,the statue of Maryland. There isj^mo " 
v^residency requirement concerning county or legislative 
district ' other than -a one-day period, 

^ * ' ' \ • . ' • 

II. Qualifications to vote ^in the Presidential election .. ' 

^ Even though/ you do not meet t^e qualifications 

above you may v©te' in the Presidential^ election only ' 
if you meet the age and^citizenship requir^4pent and have 
resided incthe ward or electioii district where you vote / 
for at least thirty days prior to the date of the " 
P:pesidential election. These special qualif ica€iort^ for 
the Presidentiai^election only ^are found in the Maryland "' 
Annotated Code, Article, 33 , Sectioji 28-1. If you attempt 
to register and the registrars are not familiar with thes^e / 
qualifications, you should cite section 28rl. - 

III . Place of reqistratron ^ . 

. The Allegany County Election Board is locate^d in , 
the Court Hoijise in' Cumberland, Maryland. Their telephone 
number Is 722-8450. They are open from" 6:30 a.m. to 
4:00 p.^m. In ger^era)b| you must register 35 days prior to- o 
an^election. ^ • • . ' 

IV. ' Absentee voting . 

Even if you 4o not meet the qualifications to register 
for aip.1 elections :^n the state of Maryland or *the^ lesser 
qualifications *to^ vote in the Presidiential election pnly, yo 
.should check to see whether you are qualif ie'd . to vote in the 
state from whp.ch ,you came undei an absentee voting procedure 

V. College A&sistknce ' 

Persons needing assista^nce qr information .conoernin'g 
yoter registration should contact the Assistant to the 
President. , , . ' ^ * 
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